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ASK YOURSELF 
Is Entrepreneurship For You? 

There is no way to eliminate all the risks associated with starting a small business. However, 
you can improve your chances of success with good planning and preparation. A good 
starting place is to evaluate your strengths and weaknesses as the owner and manager of a 
small business. Carefully consider each of the following questions. 

Are you a self starter? It will be up to you - not someone else telling you  to develop projects, 
organize your time and follow through on details. 

How well do you get along with different personalities? Business owners need to develop 
working relationships with a variety of people including customers, vendors, staff, bankers and 
professionals such as lawyers, accountants or consultants. Can you deal with a demanding 
client, an unreliable vendor or cranky staff person in the best interest of your business? 

How good are you at making decisions? Small business owners are required to make 
decisions constantly, often quickly, under pressure, and independently. 

Do you have the physical and emotional stamina to run a business? Business ownership 
can be challenging, fun and exciting. But it's also a lot of work. Can you face 12-hour 
workdays six or seven days a week? 

How well do you plan and organize? Research indicates that many business failures could 
have been avoided through better planning. Good organization  of financials, inventory, 
schedules, and production can help avoid many pitfalls. 

Is your drive strong enough to maintain your motivation? Running a business can wear 
you down. Some business owners feel burned out by having to carry all the responsibility on 
their shoulders. Strong motivation can make the business succeed and will help you survive 
slowdowns as well as periods of burnout. 

How will the business affect your family? The first few years of business startup can be 
hard on family life. The strain of an unsupportive spouse may be hard to balance against the 
demands of starting a business. There also may be financial difficulties until the business 
becomes profitable, which could take months or years. You may have to adjust to a lower 
standard of living or put family assets at risk.  

On The Upside 

It's true, there are a lot of reasons not to start your own business. But for the right person, the 
advantages of business ownership far outweigh the risks.  

* You get to be your own boss. 

* Hard work and long hours directly benefit you, rather than increasing profits for someone. 

* Earning and growth potential are far less limited. 

* A new venture is exciting. 

* Running a business will provide endless variety, challenge and opportunities to learn. 
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GETTING STARTED 
How to Start a Small Business  

Starting and managing a business takes motivation, desire and talent. It also takes research 
and planning. 

Like a chess game, success in small business starts with decisive and correct opening 
moves. And, although initial mistakes are not fatal, it takes skill, discipline and hard work to 
regain the advantage. 

To increase your chance for success, take the time up front to explore and evaluate your 
business and personal goals. Then use this information to build a comprehensive and well 
thought out business plan that will help you reach these goals. 

The process of developing a business plan will help you think through some important issues 
that you may not have considered yet. Your plan will become a valuable tool as you set out to 
raise money for your business. It should also provide milestones to gauge your success. 

For your convenience a listing of Agencies to Contact and a listing of County Clerks are made 
available in Appendix 1 & 2 of this guide.  These agencies are within the San Antonio District 
Office area.   

Getting Started 

Before starting out, list your reasons for wanting to go into business. Some of the most common 
reasons for starting a business are:  

You want to be your own boss.  

You want financial independence.  

You want creative freedom.  

You want to fully use your skills and knowledge. 

Next you need to determine what business is "right for you." Ask yourself these questions:  

What do I like to do with my time?  

What technical skills have I learned or developed?  

What do others say I am good at?  

How much time do I have to run a successful business?  

Do I have any hobbies or interests that are marketable? 

 
Then you should identify the niche your business will fill. Conduct the necessary research to 
answer these questions:  

Is my idea practical and will it fill a need?  

What is my competition?  
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What is my business advantage over existing firms?  

Can I deliver a better quality service?  

Can I create a demand for your business? 

The final step before developing your plan is the pre-business checklist. You should answer 
these questions:  

What business am I interested in starting?  

What services or products will I sell? Where will I be located?  

What skills and experience do I bring to the business?  

What will be my legal structure? (see overview below)  

What will I name my business?  

What equipment or supplies will I need?  

What insurance coverage will be needed?  

What financing will I need?  

What are my resources?  

How will I compensate myself? 

Your answers will help you create focused, well researched business plan that should serve as a 
blueprint. It should detail how the business will be operated, managed and capitalized.  

Types of Business Organizations 
When organizing a new business, one of the most important decisions to be made is choosing the 
structure of a business. Factors influencing your decision about your business organization include: 

Legal restrictions  

Liabilities assumed  

Type of business operation  

Earnings distribution  

Capital needs  

Number of employees  

Tax advantages or disadvantages  

Length of business operation 

The advantages and disadvantages of sole proprietorship, partnership and corporation are listed 
below.
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Sole Proprietorship 

This is the easiest and least costly way of starting a business. A sole proprietorship can be formed 
by finding a location and opening the door for business. There are likely to be fees associated with 
obtaining a business name registration, a fictitious name certificate and other necessary licenses. 
Attorney's fees for starting the business will be less than the other business forms because less 
preparation of documents is required and the owner has absolute authority over all business 
decisions.   

A listing of County Clerks can be found in Appendix 1. 

Partnership 

There are several types of partnerships. The two most common types are general and limited 
partnerships. A general partnership can be formed simply by an oral agreement between two or 
more persons, but a legal partnership agreement drawn up by an attorney is highly recommended. 
Legal fees for drawing up a partnership agreement are higher than those for a sole proprietorship, 
but may be lower than incorporating. A partnership agreement could be helpful in solving any 
disputes. However, partners are responsible for the other partner's business actions, as well as their 
own. 

A Partnership Agreement should include the following: 

Type of business 

Amount of equity invested by each partner 

Division of profit or loss 

Partners compensation  

Distribution of assets on dissolution  

Duration of partnership  

Provisions for changes or dissolving the partnership 

Dispute settlement clause 

Restrictions of authority and expenditures 

Settlement in case of death or incapacitation 

Corporation 

A business may incorporate without an attorney, but legal advice is highly recommended. The 
corporate structure is usually the most complex and more costly to organize than the other two 
business formations. Control depends on stock ownership. Persons with the largest stock ownership, 
not the total number of shareholders, control the corporation. With control of stock shares or 51 
percent of stock, a person or group is able to make policy decisions. Control is exercised through 
regular board of directors' meetings and annual stockholders' meetings. Records must be kept to 
document decisions made by the board of directors. Small, closely held corporations can operate 
more informally, but record-keeping cannot be eliminated entirely. Officers of a corporation can be 
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liable to stockholders for improper actions. Liability is generally limited to stock ownership, except 
where fraud is involved. 

Business Plan Outline 
The following outline of a typical business plan can serve as a guide. You can adapt it to your 
specific business. Breaking down the plan into several components helps make drafting it a more 
manageable task. 

Introduction  

o Give a detailed description of the business and its goals.  

o Discuss the ownership of the business and the legal structure.  

o List the skills and experience you bring to the business.  

o Discuss the advantages you and your business have over your competitors.  

In-depth help on developing a sound business plan can be found on the SBA Web at 
www.sba.gov/starting/indexbusplans.html . 

Marketing  

o Discuss the products/services offered.  

o Identify the customer demand for your product/service.  

o Identify your market, its size and locations.  

o Explain how your product/service will be advertised and marketed.  

o Explain the pricing strategy.  

Financial Management  

o Explain your source and the amount of initial equity capital.  

o Develop a monthly operating budget for the first year.  

o Develop an expected return on investment and monthly cash flow for the first year.  

o Provide projected income statements and balance sheets for a two year period.  

o Discuss your breakeven point.  

o Explain your personal balance sheet and method of compensation.  

o Discuss who will maintain your accounting records and how they will be kept.  

o Provide "what if" statements that address alternative approaches to any problem 
that may develop.  

(The San Antonio District Office offers a Financial Recordkeeping Workshop, a listing of dates and 
times for the workshop can be located in Appendix 3) 
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Operations  

o Explain how the business will be managed on a day to day basis.  

o Discuss hiring and personnel procedures.  

o Discuss insurance, lease or rent agreements, and issues pertinent to your business.  

o Account for the equipment necessary to produce your products or services.  

o Account for production and delivery of products and services.  

Concluding Statement  

o Summarize your business goals and objectives and express your commitment to the 
success of your business.  
 

o Once you have completed your business plan, review it with a friend or business  
associate or a Service Corps of Retired Executives (SCORE) or Small Business 
Development Center (SBDC) counselor. (See SCORE and SBDC listings in this guide).  

 
When you feel comfortable with the content and structure make an appointment to review and 
discuss it with your lender. The business plan is flexible document that should change as your 
business grows.  

To Lease or Not to Lease: 

Things to Know ~ Get the Answers 

Here are some questions to ask before signing a lease: 

1. Does the lease specifically state the square footage of the premises? The total rentable 
square footage of the building?  

2. Is the tenant's share of expenses based on total square footage of the building or the 
square footage leased by the landlord? Your share may be lower if it's based on the 
total square footage.  

3. Do the base year expenses reflect full occupancy or are they adjusted to full occupancy 
(i.e., base year real estate taxes on an unfinished building are lower than in 
subsequent years)?  

4. Must the landlord provide a detailed list of expenses, prepared by a CPA, to support 
increases?  

5. Does the lease clearly give the tenant the right to audit the landlord's books or records?  

6. If use of the building is interrupted, does the lease define the remedies available to the 
tenant, such as rent abatement or lease cancellation?  

7. If the landlord does not meet repair responsibilities, can the tenant make the repairs, 
after notice to the landlord, and deduct the cost from the rent?  
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8. Is the landlord required to obtain non-disturbance agreements from current and      
future lenders?  

9. Does the lease clearly define how disputes will be decided?  

(Source: 327 Questions to Ask Before You Sign a Lease, by B. Alan Whitson (B. Alan Whitson Co., (800) 4524480.)  

 

Learn The Lingo  

Lease terms you should know:  

Lessor  Landlord  

Lessee  Tenant  

Right of First 
Refusal  

Before vacant space is rented to someone else, landlord must offer it to 
the current tenant with the same terms that will be offered to the public.  

Gross Lease  Tenant pays flat monthly amount; landlord pays all operating costs, 
including property taxes, insurance and utilities.  

Triple Net Lease  Tenant pays base rent, taxes, insurance, repairs and maintenance.  

Percentage 
Lease  

Base rent, operating expenses, common area maintenance, plus 
percentage of tenant's gross income (most common for retailers in 
shopping malls).  

Sublet  Tenant rents all or part of space to another business; tenant is still 
responsible for paying all costs to landlord.  

Assign Lease  Tenant turns lease over to another business, which assumes payments 
and obligations under the lease.  

Anchor Tenant  Major store or supermarket that attracts customers to a shopping center.  

Exclusivity 
Provision  

Shopping center can't lease to another who provides the same product or 
service that existing tenant does.  

CAM  Common area maintenance charges including property taxes, security, 
parking lot lighting and maintenance; may not apply to anchor tenants in 
retail leases.  

Non-disturbance 
Clause  

Tenant cannot be forced to move or sign a new lease if building or 
shopping center is sold or undergoes foreclosure.  
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FINDING THE MONEY YOU NEED 

Financing Your Business Start-Up 
One key to a successful business startup and expansion is your ability to obtain and secure 
appropriate financing. Raising capital is the most basic of all business activities. But, as many 
new entrepreneurs quickly discover, raising capital may not be easy; in fact, it can be a 
complex and frustrating process. However, if you are informed and have planned effectively, 
raising money for your business will not be a painful experience. 

This information summary focuses on ways a small business can raise money and explains 
how to prepare a loan proposal. 

Finding the Money You Need 
There are several sources to consider when looking for financing. It is important to explore all 
of your options before making a decision.  

Personal savings: The primary source of capital for most new businesses comes from 
savings and other forms of personal resources. While credit cards are often used to finance 
business needs, there may be better options available, even for very small loans. 

Friends and relatives: Many entrepreneurs look to private sources such as friends and 
family when starting out in a business venture. Often, money is loaned interest free or at a low 
interest rate, which can be beneficial when getting started. 

Banks and credit unions: The most common source of funding, banks and credit unions, will 
provide a loan if you can show that your business proposal is sound. 

Venture capital firms: These firms help expanding companies grow in exchange for equity or 
partial ownership. Be sure to visit ACE-NET, SBA's Angel Capital Electronic Network. ACE-
Net gives new options to both small companies looking for investors and investors looking for 
promising opportunities.  

Borrowing Money 

It is often said that small business people have a difficult time borrowing money. This is not 
necessarily true. 

Banks make money by lending money. However, the inexperience of many small business 
owners in financial matters often prompts banks to deny loan requests. 

Requesting a loan when you are not properly prepared sends a signal to your lender. That 
message is: High Risk!  

To be successful in obtaining a loan, you must be prepared and organized. You must know 
exactly how much money you need, why you need it, and how you will pay it back. You must 
be able to convince your lender that you are a good credit risk. 
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SBA Loan Maturities 

SBA loan programs are generally intended to encourage longer term small business 
financing, but actual loan maturities are based on the ability to repay, the purpose of the loan 
proceeds, and the useful life of the assets financed. However, maximum loan maturities have 
been established: twenty-five years for real estate; up to ten years for equipment (depending 
on the useful life of the equipment); and generally up to seven years for working capital. Short 
term loans are also available through the SBA to help small businesses meet their short term 
and cyclical working capital needs. 

Types of Business Loans 

Terms of loans may vary from lender to lender, but there are two basic types of loans: short -
term and long term. 

Generally, a short term loan has a maturity of up to one year. These include working capital 
loans, accounts receivable loans and lines of credit. 

Long term loans have maturities greater than one year but usually less than seven years. 
Real estate and equipment loans may have maturities of up to 25 years. Long term loans are 
used for major business expenses such as purchasing real estate and facilities, construction, 
durable equipment, furniture and fixtures, vehicles, etc. 

How to Write a Loan Proposal 

Approval of your loan request depends on how well you present yourself, your business, and 
your financial needs to a lender. Remember, lenders want to make loans, but they must make 
loans they know will be repaid. The best way to improve your chances of obtaining a loan is to 
prepare a written proposal. 

A well written loan proposal contains: 

General Information  

 Business name, names of principals, Social Security number for each principal, 
and the business address.  

 Purpose of the loan  exactly what the loan will be used for and why it is needed.  

 Amount required  the exact amount you need to achieve your purpose.  

Business Description  

 History and nature of the business details of what kind of business it is, its age, 
number of employees and current business assets.  

 Ownership structure  details on your company's legal structure.  

Management Profile  

Develop a short statement on each principal in your business; provide background, 
education, experience, skills and accomplishments.  
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Market Information  

 Clearly define your company's products as well as your markets.  

 Identify your competition and explain how your business competes in the 
marketplace.  

 Profile your customers and explain how your business can satisfy their needs.  

Financial Information  

 Financial statements, balance sheets and income statements for the past three 
years. If you are starting out, provide a projected balance sheet and income 
statement.  

 Personal financial statements on yourself and other principal owners of the 
business.  

 Collateral you would be willing to pledge as security for the loan.  

Check out our Training Workshop on writing a good loan proposal.   

This site is located at http://www.sba.gov/gopher/Business-Development/Business-Initiatives-
Education-Training/Finance-Plan/ 

How Your Loan Request Will Be Reviewed 

When reviewing a loan request, the lender is primarily concerned about repayment. To help 
determine this ability, many loan officers will order a copy of your business credit report from a 
credit reporting agency. Therefore, you should work with these agencies to help them present 
an accurate picture of your business. Using the credit report and the information you have 
provided, the lending officer will consider the following issues: 

 Have you invested savings or personal equity in your business totaling at least 25 
percent to 50 percent of the loan you are requesting? (Remember, a lender or investor 
will not finance 100 percent of your business.)  

 Do you have a sound record of creditworthiness as indicated by your credit report, work 
history and letters of recommendation? This is very important.  

 Do you have sufficient experience and training to operate a successful business?  

 Have you prepared a loan proposal and business plan that demonstrate your 
understanding of and commitment to the success of the business?  

 Does the business have sufficient cash flow to make the monthly payments?  
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SBA Financial Programs 
The SBA offers a variety of financing options for small businesses.  

Whether you are looking for a long-term loan for machinery and equipment, a general working 
capital loan, a revolving line of credit, or a microloan, the SBA has a financing program to fit 
your needs. 

These programs are discussed in detail in the Assistance section of this guide and additional 
in-depth information is available on SBA's Web site in the Financing area which can be found 
at:   http://www.sba.gov/financing/ 

REGULATIONS 
Government Regulations and Your Business 

It may be inconceivable to you that your home based consulting service or hand-knit sweater 
business would have to comply with any of the numerous local, state and federal regulations, 
but in all likelihood it will. Avoid the temptation to ignore regulatory details. Doing so may avert 
some red tape in the short term, but could be an obstacle as your business grows. Taking the 
time to research the applicable regulations is as important as knowing your market. 

Below is a checklist of the most common requirements that affect small businesses, but it is 
by no means exhaustive. Bear in mind that regulations vary by industry. If you're in the food 
service business, for example, you will have to deal with the health department. If you use 
chemical solvents, you will have environmental compliance to meet. Carefully investigate the 
regulations that affect your industry. Being out of compliance could leave you unprotected 
legally, lead to expensive penalties, and jeopardize your business.  

Business Licenses 
There are many types of licenses. You need one to operate legally almost everywhere. If the 
business is located within an incorporated city limits, a license must be obtained from the city; 
if outside the city limits, you must obtain a license from the county. For more information 
contact the county or city office in your area.   For your convenience, a listing of Agencies to 
Contact and a listing of County Clerks is available in Appendix 1 & 2 of this guide.   
You may also try going to your state Home Page.  The website for the state of Texas is:  
http://www.state.tx.us/.  Using the "SEARCH" feature, type in "business license" or "county 
information".  For additional information regarding business licenses and county information, 
you may access www.BusinessLaw.gov.   

Certificate of Occupancy 

If you are planning on occupying a new or used building for a new business, you may have to 
apply for a Certificate of Occupancy from a city or county zoning department. For more 
information contact the county or city office in your area.  

You may also try going to your state Home Page.  The website for the state of Texas is:  
http://www.state.tx.us/  Using their "SEARCH" feature, type in "business license" or "county 
information".  For additional information regarding business licenses and county information, 
you may access www.BusinessLaw.gov. 
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Business Organization 

There are many forms of legal structure you may choose for your business. The most 
common structures are Sole Proprietorships, General and Limited Partnerships, C and S 
Corporations and Limited Liability Companies. Each legal structure offers organizational 
options which are appropriate for different personal situations and which affect tax and liability 
issues. We suggest you research each legal structure thoroughly and consult a tax 
accountant and/or attorney prior to making your decision.  

Fictitious Business Name 

Businesses that use a name other than the owner's must register the fictitious name with the 
county as required by the Trade Name Registration Act. This does not apply to corporations 
doing business under their corporate name or to those practicing any profession under a 
partnership name. For more information contact your state or local government. 

You may also try going to your state Home Page, which for the state of Texas is listed as:  
http://www.state.tx.us/   Using their "SEARCH" feature, type in "business license" or 
"county information".  For additional information regarding business licenses and county 
information, you may access www.BusinessLaw.gov. 

Protecting Your Idea 

If applicable to your business, you may want to apply for trademarks, patents and your 
copyrights, which can be located at: http://www.sba.gov/starting/indextrademarks.html 
Information regarding these applications is listed below.  

Trademarks 

Trademarks are names or symbols used in any commerce that is subject to regulation by 
state government or the U.S. Congress. 

State Registration of a Trademark: 

Trademarks and service marks may be registered in a state for a term of ten years. For more 
information about Applications for Registration of Trademark or Service Mark in your state, 
contact your state government.  The Texas State website is located at: http://www.state.tx.us/ 

 

Federal Registration of Trademark and Patent 

To register a trademark contact: 

U.S. Department of Commerce 
Trademark Office 
2021 Jefferson Davis Highway 
Arlington, Virginia 22202  
(703) 305-8341 or (800) 786-9199 
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To register a patent, contact: 
Asst. Commissioner for Trademarks, Patent Applications  
Washington, D.C. 20231  
(800) 786-9199 
Also, visit their web site at http://www.uspto.gov  
 
Caution: Federally registered trademarks may conflict with and supersede state registered 
business and product names. Businesses are encouraged to check for conflicts with federal 
trademarks.  

Patents 
Contact:  
Superintendent of Documents  
P.O. Box 371954  
Pittsburgh, Pennsylvania 15250-7954  
(412) 512-1800 

 
New and useful inventions can be protected by a U.S. patent. Professional assistance from a 
patent attorney is strongly urged because patent procedures are detailed and technical. A 
patent search is performed to see if a patent currently exists on the same or nearly the same 
device and, if not, to make proper application with the Patent Office. 
Note: Only attorneys and agents registered with the U.S. Patent Office may represent 
inventors in related matters. The office has geographical and alphabetical listings of the more 
than 11,000 registered agents. Only these agents may perform patent searches in the patent 
office. Inventors or their attorneys can make arrangements with one of those agents. U.S. 
patents are issued by the Assistant Commissioner of Patents, Washington, D.C. 

Additional information is provided in the publication, General Information Concerning Patents 
and other publications distributed through the U.S. Patent and Trademark Office.  

Copyrights 
Contact: 
U.S. Library of Congress 
James Madison Memorial Building  
Washington, D.C. 20559  
(202) 707-9100  Order Line  
(202) 707-3000  Information Line  

 
Copyrights protect the thoughts and ideas of authors, composers and artists. A copyright 
prevents illegal copying of written matter, works of art or computer programs. In order to 
ensure copyright protection, the copyright owner should always include notices on all copies 
of the work.  

Tax Information 
Business owners are required by law to withhold the following from the wages paid to 
employees: federal income taxes, state income taxes and FICA (Social Security) Insurance. 

Income taxes will also be levied by the federal and state governments on earnings of any 
business. Therefore, each business must file an income tax return with both agencies. 
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Businesses may be required to file estimated tax returns and pay estimated taxes on a 
quarterly basis.   

 A reference for filing Federal and State taxes can be found in Appendix 4 of this guide.   

For federal tax information, contact: 

U.S. Internal Revenue Service  

The Internal Revenue Service (IRS) has a number of publications that are available upon 
request to small businesses. One of the most helpful is Your Business Tax Kit, which includes 
data and forms for a Federal Employer Identification Number and a tax guide for small 
businesses that can be ordered by calling Forms and Publications at (800) 829-3676 or 
through a visit to your local IRS office.  

You may want to contact your local Social Security Administration Office for (FICA) Insurance 
information.   

Locate your nearest Social Security Office at: http://s3abaca.ssa.gov/pro/fol/fol-home.html 

Federal Self Employment Tax 
Everyone must pay Social Security Tax. If you are self-employed, your Social Security 
contribution is made through the self-employment tax. You will need to calculate how best to 
report earnings and pay your business taxes. 

Contact the IRS at (800) 829-1040, visit your local IRS office, go to the Official IRS Web site  
located at http://www.irs.ustreas.gov/ or more information. The IRS may seem like a 
complicated maze, but there are publications, counselors and workshops available to help you 
sort it out. 

Business Insurance 
Like home insurance, business insurance protects the contents of your business against fire, 
theft and other losses. Contact your insurance agent or broker. It is prudent for any business 
to purchase a number of basic types of insurance. Some types of coverage are required by 
law, other simply make good business sense. The types of insurance listed below are among 
the most commonly used and are merely a starting point for evaluating the needs of your 
business.  

Liability Insurance -- Businesses may incur various forms of liability in conducting their 
normal activities. One of the most common types is product liability, which may be incurred 
when a customer suffers harm from using the business product. There are many other types 
of liability, which are frequently related to specific industries. Liability law is constantly 
changing. An analysis of your liability insurance needs by a competent professional is vital in 
determining an adequate and appropriate level of protection for your business.  

Property -- There are many different types of property insurance and levels of coverage 
available. It is important to determine the property you need to insure for the continuation of 
your business and the level of insurance you need to replace or rebuild. You must also 
understand the terms of the insurance, including any limitations or waivers of coverage.  

Business Interruption -- While property insurance may pay enough to replace damaged or 
destroyed equipment or buildings, how will you pay costs such as taxes, utilities and other 
continuing expenses during the period between when the damage occurs and when the 
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property is replaced? Business Interruption (or "business income") insurance can provide 
sufficient funds to pay your fixed expenses during a period of time when your business is not 
operational.  

"Key Man" -- If you (and/or any other individual) are so critical to the operation of your 
business that it cannot continue in the event of your illness or death, you should consider "key 
man" insurance. This type of policy is frequently required by banks or government loan 
programs. It also can be used to provide continuity in operations during a period of ownership 
transition caused by the death or incapacitation of an owner or other "key" employee.  

Automobile -- It is obvious that a vehicle owned by your business should be insured for both 
liability and replacement purposes. What is less obvious is that you may need special 
insurance (called "non-owned automobile coverage") if you use your personal vehicle on 
company business. This policy covers the business' liability for any damage which may result 
for such usage.  

Office and Director -- Under some circumstances, officers and directors of a corporation may 
become personally liable for their actions on behalf of the company. This type of policy covers 
this liability. 

Home Office -- If you are establishing an office in your home, it is a good idea to contact your 
homeowners' insurance company to update your policy to include coverage for office 
equipment. This coverage is not automatically included in a standard homeowner's policy.  

Sales Tax Number 
In your state there is a percent sales and use tax which applies to the retail purchase, retail 
site, rental, storage, use or consumption of tangible personal property and certain services. In 
other words, sales tax must be collected on just about every tangible item sold. 
A sales tax number is required for each business before opening. The number, plus 
instructions for collection, reporting and remitting the money to the state on a monthly basis, 
can be obtained from your state government. The Texas State website is located at: 
http://www.state.tx.us/ 

Other Considerations...U.S. Department of Labor 

All businesses with employees are required to comply with state and federal regulations 
regarding the protection of employees. For information on state labor laws, work force 
availability, prevailing wages, unemployment insurance, unionization, benefits packages and 
employment services contact your state government.  The Texas State website is located at: 
http://www.state.tx.us/ 

Federal information may be obtained by contacting the:  U.S. Department of Labor   
Their website is located at:  http://www.dol.gov/ 

Unemployment Insurance Tax 
Businesses are required by the state to pay unemployment insurance tax if the company has 
one or more employees for 20 weeks in a calendar year, or it has paid gross wages of $1,500 
or more in a calendar year. The taxes are payable at a rate of 2.7 percent on the first $8,500 
in annual wages of an employee. Go to your state home page to check the figures for your 
state.  The Texas State website is located at: http://www.state.tx.us/ 

Unemployment insurance must be reported and returns made to the state.  
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Immigration Act 
The Federal Immigration Reform and Control Act of 1986 requires all employers to verify the 
employment eligibility of new employees. The law obligates an employer to process 
Employment Eligibility Verification Form I-9. The Immigration and Naturalization Service Office 
of Business Liaison offers a selection of information bulletins and live assistance for this 
process through the Employer Hotline. In addition, INS forms and the Employer Handbook 
can be obtained by calling the Forms Hotline.  

For Forms: (800) 870-3676  

Employer Hotline: (800) 357-2099 

Website:  http://www.ins.usdoj.gov/graphics/index.htm 

Health and Safety 
The Federal Occupational Safety and Health Administration (OSHA) outlines specific health 
and safety standards employers must provide for the protection of employees. Many states 
have similar standards.  Their website is located at:  http://www.osha.gov/ 

Workers' Compensation 

If a business employs three or more people, workers' compensation insurance must be 
carried to provide protection to those injured in on the job accidents. The State Board of 
Workers' Compensation aids people who need claim assistance. 

For more information contact your state government.   The Texas State website is located at: 
http://www.state.tx.us/ 

Minimum Wage 

Virtually all business entities are subject to the federal minimum wage, overtime and child 
labor laws. Information on these laws and other federal laws, may be obtained from: 

U.S. Department of Labor  

Wage and Hour Division 

Website: http://www.dol.gov/ 

Bar Coding 

The Uniform Code Council, Inc., (not a government agency) assigns a manufacturer's ID code 
for the purposes of bar coding. Many stores require bar coding on the packaged products they 
sell. For additional information contact: Uniform Code Council Inc., P.O. Box 1244, Dayton, 
Ohio 45401, (513) 435-3870.  

Website: http://www.uc-council.org/ 
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SBA ASSISTANCE 
Financial Programs and Other Assistance 

The Small Business Administration (SBA) is the largest source of long term small business 
financing in the nation. In order to determine whether you qualify for, or if an SBA business 
loan best suits your financing needs, please read this material carefully. If you have further 
questions, please contact your banker, one of the active SBA guaranteed lenders listed in this 
guide, or an SBA loan officer. 

Website:   http://www.sba.gov/financing/ 

The 7(a) Loan Guaranty Program 
The 7(a) Loan Guaranty Program is the SBA's primary loan program. The SBA reduces risk to 
lenders by guaranteeing major portions of loans made to small businesses. This enables the 
lenders to provide financing to small businesses when funding is otherwise unavailable on 
reasonable terms. 

The eligibility requirements and credit criteria of the program are very broad in order to 
accommodate a wide range of financing needs. 

When a small business applies to a lending institution for a loan, the lender reviews the 
application and decides if it merits a loan on its own or if it requires additional support in the 
form of an SBA guaranty. SBA backing on the loan is then requested by the lender. In 
guaranteeing the loan, the SBA assures the lender that, in the event the borrower does not 
repay the loan, the government will reimburse the lending institution for a portion of its loss. 
By providing this guaranty, the SBA is able to help tens of thousands of small businesses 
every year get financing they would not otherwise obtain. 

To qualify for an SBA guaranty, a small business must meet the 7(a) criteria, and the lender 
must certify that it could not provide funding on reasonable terms except with an SBA 
guaranty. The SBA can then guarantee as much as 85 percent on loans of up to $150,000 
and 75 percent on loans of more than $150,000. In most cases, the maximum guaranty is 
$750,000.   Exceptions are the International Trade, DELTA and 504 loan programs, which 
have higher loan limits. 

How it Works 

You submit a loan application to a lender for initial review. If the lender approves the loan 
subject to an SBA guaranty, a copy of the application and a credit analysis are forwarded by 
the lender to the nearest SBA office. After SBA approval, the lending institution closes the 
loan and disburses the funds. You make monthly loan payments directly to the lender. As with 
any loan, you are responsible for repaying the full amount of the loan. 

There are no balloon payments, limited prepayment penalties (see below), application fees or 
points permitted with 7(a) loans. Repayment plans may be tailored to each business.
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PREPAYMENT  
Under the SBA guarantee loan program, 7(a) loans are subject to a prepayment charge if the 
application of that loan was received by SBA on or after December 22, 2000.  This fee is paid 
by the borrower to SBA.  Additionally, these loans must meet the following criteria:  

a. have a maturity of 15 years or more where the borrower is prepaying voluntarily;  

b. the prepayment amount exceeds 25 percent of the outstanding balance of the loan; 
AND  

c. the prepayment is made within the first 3 years after the date of the first 
disbursement (not approval) of the loan proceeds.  

The prepayment fee calculation is as follows:  

a. during the first year after disbursement, 5 percent of the amount of the prepayment;  

b. during the second year after disbursement, 3 percent of the amount of the 
prepayment; or  

c. during the third year after disbursement, 1 percent of the amount of the prepayment.  

Use of Proceeds 

You can use a 7(a) loan to: expand or renovate facilities; purchase machinery, equipment, 
fixtures and leasehold improvements; finance receivables and augment working capital; 
refinance existing debt with compelling reason; finance seasonal lines of credit; construct 
commercial buildings; and/or purchase land or buildings. 

Terms, Interest Rates and Fees 

The length of time for repayment depends on the use of the proceeds and the ability of your 
business to repay: usually five to 10 years for working capital, and up to 25 years for fixed 
assets such as the purchase or major renovation of real estate or purchase of equipment (not 
to exceed the useful life of the equipment).  

Both fixed and variable interest rates are available. Rates are pegged at no more than 2.25 
percent over the lowest prime rate* for loans with maturities of less than seven years and up 
to 2.75 percent for seven years or longer. For loans under $50,000, rates may be slightly 
higher. 

The SBA charges the lender a nominal fee to provide a guaranty, and the lender may pass 
this charge on to you. The fee is based on the maturity of the loan and the dollar amount that 
the SBA guarantees. On any loan with a maturity of one year or less, the fee is just 0.25 
percent of the guaranteed portion of the loan.  

FEES ASSOCIATED WITH SBA LOANS  

To offset the costs of the SBA's loan programs to the taxpayer, the Agency charges lenders a 
guaranty and a servicing fee for each loan approved. These fees can be passed on to the 
borrower once they have been paid by the lender. The amount of the fees is determined by 
the amount of the loan guaranty. 
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When the loan amount is $150,000 or less, the guaranty fee will be 1 percent of the 
guaranteed portion. Lenders are permitted to retain 25 percent of this fee (50 basis points). 
This is only applicable to loans of $150,000 or less. For loans more than $150,000 but up to 
and including $700,000, a 3 percent guaranty fee will be charged. For loans greater than 
$700,000, a 3.5 percent guaranty fee will be charged. 

In addition, all loans will be subject to a fifty basis point (0.5%) annualized servicing fee, which 
is applied to the outstanding balance of SBA's guaranteed portion of the loan. 

PROHIBITED FEES: 

Processing fees, origination fees, application fees, points, brokerage fees, bonus points, and 
other fees that could be charged to an SBA loan applicant are prohibited. The only time a 
commitment fee may be charged is for a loan made under the Export Working Capital Loan 
Program. 

• All references to the prime rate refer to the lowest prime rate as published in the Wall 
Street Journal on the day the application is received by the SBA. 

Collateral 

You must pledge sufficient assets, to the extent that they are reasonably available, to 
adequately secure the loan. Personal guaranties are required from all the principal owners of 
the business. Liens on personal assets of the principals may be required. However, in most 
cases a loan will not be declined where insufficient collateral is the only unfavorable factor.   

Eligibility 

Your business generally must be operated for profit and fall within the size standards set by 
the SBA. The SBA determines if the business qualifies as a small business based on the 
average number of employees during the preceding 12 months or on sales averaged over the 
previous three years. Loans cannot be made to businesses engaged in speculation or 
investment.    

Maximum Size Standards 

 Manufacturing - from 500 to 1,500 employees 

 Wholesaling  100 employees Services  from $2.5 million to $21.5 million in annual 
receipts  

 Retailing - from $5 million to $21 million  

 General construction  from $13.5 million to $17 million  

 Special trade construction  average annual receipts not to exceed $7 million  

 Agriculture - from $0.5 million to $9 million 

 
The San Antonio District Office offers Loan Briefings for the Austin and the San Antonio area.  
See Appendix 5 for a listing of dates and times. 
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What You Need to Take to the Lender 
Documentation requirements may vary; contact your lender for the information you must 
supply. Common requirements include the following: 

 Purpose of the loan  

 History of the business  

 Financial statements for three years (existing businesses)  

 Schedule of term debts (existing businesses)  

 Aging of accounts receivable and payable (existing businesses)  

 Projected opening day balance sheet (new businesses)  

 Lease details  

 Amount of investment in the business by the owner(s)  

 Projections of income, expenses and cash flow  

 Signed personal financial statements  

 Personal resume(s)  

THE FINANCIAL SIX C'S 
CHARACTER  The degree to which a borrower feels a moral obligation to pay his/her 

debts, measured by the credit and payment history.  

CAPACITY TO 
PAY  

A subjective determination made by a lender based upon an analysis of the 
borrower's financial statements and other information.  

CAPITAL  The amount of capital in a business is equal to the total of capital from debt 
and equity. Lenders prefer low debt-to-asset and debt-to-worth ratios and 
high current ratios. These indicate financial stability.  

COLLATERAL  An asset owned by the borrower, but promised to a lender against non-
payment of the loan. The amount of collateral varies from lender to lender. 
The closer the collateral value is to the loan amount, the more comfortable 
the lender will be that the loan will be repaid.  

CONDITIONS  General economic, geographic and industry,  

CONFIDENCE  A successful borrower instills confidence in the lender by addressing all the 
lender's concerns on the other Five C's. Their loan application sends the 
message that the company is professional, with an honest reputation, a 
good credit history, reasonable financial statements, good capitalization and 
adequate collateral.  
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What the SBA Looks for: 
 Good character  

 Management expertise and commitment necessary for success  

 Sufficient funds, including the SBA-guaranteed loan, to operate the business on a sound 
financial basis (for new businesses, this includes the resources to meet startup expenses 
and the initial operating phase)  

 Feasible business plan  

 Adequate equity or investment in the business  

 Sufficient collateral  

 Ability to repay the loan on time from the projected operating cash flow  

Special Loan Guaranty Programs 7(a) Program 
There are a number of special loan guaranty programs under the 7(a) program that address 
specific needs of startup or established businesses. They are governed, for the most part, by 
the same rules, regulations, fees, interest rates, etc., as the regular 7(a) loan guaranty. Your 
lender can advise you of any variations.  

Low Doc 

LowDoc is one of SBA's most popular programs. Once you have met your lender's 
requirements for credit, LowDoc offers a simple, one-page SBA application form and rapid 
turnaround on approvals for loans up to $150,000 (for loans over $50,000, you must also 
provide a copy of U.S. Income Tax Schedule C or the front page of the corporate or 
partnership returns for the past three years). The SBA will guarantee up to 80 percent of the 
loan amount. Completed applications are processed quickly by the SBA, usually within two or 
three business days. Proceeds may not be used to repay certain types of existing debt. 
Business start-ups, as well as businesses with average annual sales for the past three years 
not exceeding $5 million and with 100 or fewer employees, including affiliates, are eligible.  

SBA Express 

SBAExpress, formerly SBA's FA$TRAK, is available for loans up to $250,000. The program 
authorizes SBA preferred lenders to use mostly their own forms, analyses and procedures to 
process, service and liquidate SBA guaranteed loans. The SBA guarantees up to 50 percent 
of a SBAExpress loan. Loans under $25,000 do not require collateral. This is a change from 
the FA$TRAK requirements. Like most 7(a) loans, maturities are usually five to seven years 
for working capital and up to 25 years for real estate or equipment. Revolving lines of credit 
are allowed for a maximum of five years.  

           Approved SBAExpress Lenders for the San Antonio District Office are located in Appendix 7.  
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CapLines 

This specialized umbrella loan program is designed to help small businesses meet their short 
term and cyclical working capital needs. The CAPLines can be used to finance seasonal 
working capital needs; finance the direct costs of performing certain construction, service and 
supply contracts, finance the direct cost associated with commercial and residential 
construction performed on a speculative basis (without a firm commitment for purchase); 
finance operating capital by obtaining advances against existing inventory and accounts 
receivable: and consolidate short term debt. SBA provides a 75 percent guarantee. There are 
five distinct programs under the CAPLine umbrella: 

The Contract Loan Program is used to finance material and labor needs for a specific 
contract or contracts. If used for one contract, it is generally not revolving; if used for more 
than one contract at a time, it can be revolving. The loan maturity is used based on the length 
of the contract, but no more than five years. 

The Seasonal Line of Credit Program finances the short term seasonal increases of 
accounts receivable and inventory. The business must have a definite established seasonal 
pattern and thus must have been in business for a period of 12 months in order to establish 
that pattern. The loan does not revolve during the season but may be used over again after a 
"cleanup" period of 30 days. These also may have a maturity of up to five years. The business 
may not have another seasonal line of credit outstanding but may have other lines for non-
seasonal working capital needs.  

The Builders Line Program provides financing for small general contractors involved in 
residential or commercial construction or building rehabilitation for resale. Loan maturity is 
generally three years but can be extended up to five years if necessary. Proceeds are used 
solely for direct expenses of acquisition, immediate construction, and/or significant 
rehabilitation of the residential or commercial structures. The purchase of the land can be 
included if it does not exceed 20 percent of the loan proceeds. Up to five percent of the 
proceeds can be used for physical improvements that benefit the property. 

The Small Asset Based Line can be used for revolving lines up to $200,000 to purchase 
inventory, pay direct labor, or finance accounts receivable and is advanced against existing 
inventory and accounts receivable. Repayment comes from the collection of accounts 
receivable, and this line of credit must revolve. They do not require periodic servicing and 
monitoring of the collateral for which service the lender can charge up to two percent annually 
to the borrower. These lines are generally used by businesses who provide credit to their 
customers. 

The Standard Asset Based Line is similar to the Small Asset Based Line, but for loan 
amounts over $200,000. It does require stricter servicing and monitoring, and the lender may 
pass the costs along to the borrower.  

Export Working Capital 

The Export Working Capital Program is a line of credit for financing foreign accounts 
receivable. It is a transaction-based program and can be revolving or non-revolving. The SBA 
provides a 90 percent guarantee to the lender. The business must have been in operation for 
at least 12 months prior to the application, and the proceeds can be used to finance materials 
and labor needed to manufacture or purchase goods and services for sale in foreign markets, 
including such items as consulting services, overseas travel to establish a market, and 
participation at trade shows. Funds cannot be used to refinance existing debt or purchase 
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fixed assets. The maturity is generally 12 months or less but can be renewed up to a total of 
36 months. 

Export Working Capital Program 

The United States Export Assistance Center (USEAC) provides assistance and information on 
a wide variety of export programs including the SBA's Export Working Capital Program 
(EWCP). In addition, the Center promotes and markets the Agency's International Trade Loan 
Programs. The USEAC provides a mix of marketing assistance available through the 
Department Of Commerce, the state SBDC network and the financing assistance available 
from participating agencies including the SBA and the Export Import Bank. 

Under EWCP, the SBA guarantees up to 90 percent of the loan, up to $750,000. Loan 
maturities may be for up to three years with annual renewals. Loans can be for single or 
multiple export sales and can be extended for pre-shipment working capital and post-
shipment exposure coverage or a combination of the two. Proceeds can only be used to 
finance export transactions. The SBA can guarantee up to $1.25 million on an International 
Trade Loan (ITL) for a combination of fixed asset financing and working capital.  

International Trade Loan 

This program provides short term and long term financing to small businesses that are 
engaged in international trade, preparing to engage in international trade, or adversely 
affected by competition from imports. The SBA can guarantee up to $1.25 million for a 
combination of fixed asset financing and permanent working capital.  

Defense Loan and Technical Assistance (DELTA) 

DELTA is a joint effort of the SBA and the Department of the Defense to provide financial and 
technical assistance to defense-dependent small firms affected by defense reductions. The 
goal is to help affected small firms diversify into the commercial market while remaining a part 
of the defense industrial base. Reductions affecting business may be the result of any number 
of actions, such as cuts in defense spending, termination of defense contracts or the closure 
or realignment of military installations. 

SBA may guarantee 75 percent of a loan up to $1.25 million under the 7(a) program, or $1 
million under the 504 program. Technical assistance, including help in preparation of a 
business plan and loan application package, is available through Small Business 
Development Centers.  

SBA 504 Loan Program 

504 is the SBA's economic development instrument that supports American small business 
growth and helps communities through business expansion and job creation. The SBA 504 
loan program provides long term, fixed rate, subordinate mortgage financing for acquisition 
and/or renovation of capital assets including land, buildings and equipment. Virtually all types 
of for-profit small businesses are eligible for this program. 
The SBA 504 loan is distinguished from other SBA loan programs in these ways:  

o Lower down payment; allows a business to conserve valuable operating capital by 
injecting just 10% of total project cost.  

o Fixed interest rate; borrower knows cost of occupancy for the next 20 years.  

o Rate is usually below market rate.  
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o All project costs can be financed, including acquisition (land and building, land and 
construction of building, renovations, machinery and equipment) and soft costs such as 
title insurance, legal, appraisal, environmental and bridge loan fees. Closing costs may 
be financed.  

o Collateral is typically assets financed; allows other assets to be free of liens and 
available to secure other needed financing.  

o Long term: real estate loans are 20-year term, heavy equipment 10 or 20-year terms 
and are self amortizing.  

o 504 program encourages banks and other lenders to make loans in first position on 
reasonable terms, helps them retain growing customers, and provides CRA credit.  

o 504 program benefits the borrower's community through job creation and retention.  
Businesses that receive 504 loans are:  

o Small  net worth under $6 million, net profit after taxes under $2 million, or meet other 
SBA size standards.  

o Organized as for profit.  

o Any type of business  retail, service, wholesale or manufacturing.  

The SBA's 504 lending intermediaries, Certified Development Companies (CDC’s) serve your 
community to finance business expansion needs through 504. Its professional staff works 
directly with you to tailor a financing package that meets program guidelines and the credit 
capacity of your business. The 504 Loan Program is the first national financing program 
specifically designed for expanding small business whose investment will create jobs. 

A list of Certified Development Companies for the San Antonio District Office is located in 
Appendix 6. 

Certified and Preferred Lenders Program 
The most active and expert lenders qualify for the SBA's Certified and Preferred Lenders 
Program. Participants are delegated partial or full authority to approve loans, which results in 
faster service. Certified lenders are those that have been heavily involved in regular SBA loan 
guaranty processing and have met certain other criteria. They receive a partial delegation of 
authority and are given a three-day turnaround on their applications (they may also use 
regular processing). 

Certified lenders account for 10 percent of all SBA business loan guaranties. Preferred 
lenders are chosen from among the SBA's best lenders and enjoy full delegation of lending 
authority. This authority must be renewed at least every two years, and the lender's portfolio is 
examined by the SBA periodically. Preferred loans account for 18 percent of SBA loans.   

 The San Antonio District Office listing for Preferred Lenders and Certified Lenders are located 
in Appendix 7.   

7M MicroLoan Program 

These loans are provided directly by a network of intermediaries approved by the SBA for the 
purpose of making microloans (from $100 up to $35,000) to small businesses for the 
purchase of machinery, equipment, furniture, fixtures, inventory and also for working capital. 
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These intermediaries also provide technical and management assistance to the owners. Most 
small businesses who are unable to obtain funding through conventional sources or the other 
SBA guaranteed loan programs should contact the microloan lenders in their area. 

A list of MicroLenders for the San Antonio District Office is located in Appendix 8. 

Small Business Investment Company (SBIC) Program 
There are a variety of alternatives to bank financing for small businesses, especially business 
startups. The Small Business Investment Company Program is the gap between the 
availability of venture capital and the needs of small businesses that are either starting or 
growing. Licensed and regulated by the SBA, SBICs are privately owned and managed 
investment firms that make capital available to small businesses through investments or 
loans. They use their own funds plus funds obtained at favorable rates with SBA guaranties 
and/or by selling their preferred stock to the SBA. SBICs are for profit firms whose incentive is 
to share in the success of a small business. In addition to equity capital and long term loans, 
SBICs provide debt equity investments and management assistance. The SBIC Program 
provides funding to all types of manufacturing and service industries. Some investment 
companies specialize in certain fields, while others seek out small businesses with new 
products or services because of the strong growth potential. Most, however, consider a wide 
variety of investment opportunities. 

 The Website for the SBIC Program is: http://www.sba.gov/hotlist/sbic.html 

ACE Net 
The Angel Capital Electronic Network (ACENet) is a nationwide Internet-based listing service 
that provides information to angel investors on small, dynamic, growing businesses seeking 
$250,000 to $5 million in equity financing. ACENet, sponsored by the Office of Advocacy of 
the U.S. Small Business Administration, was announced by the President of the United States 
in October 1996. It is a major effort by the Office of Advocacy to start systematizing, on a 
nationwide basis, and expanding information available to investors on firms seeking equity 
financing. Once fully operational, ACENet will be run as a private, independent, not for profit 
organization. 

ACENet is not a matching service and does not serve as an investment adviser or broker-
dealer. In addition, no securities trading takes place on ACE-Net. 

Applications and more detailed information are available at the ACENet Internet site, which 
can be accessed at:  http://www.sba.gov/ADVO/acenet.html 

The Community Adjustment & Investment Program (CAIP) 
The Community Adjustment & Investment Program (CAIP) website located at: 
http://www.sba.gov/financing/frcaip.html.  CAIP was created to help communities that suffered 
job losses due to changing trade patterns following the North American Free Trade 
Agreement (NAFTA).  Their website is located at:  http://www.sba.gov/nafta/.  The North 
American Development Bank has partnered with the SBA and the U.S. Department of 
Agriculture to make credit available to businesses in eligible communities to create or retain 
jobs. Business applicants must be able to demonstrate that the loan or loan guaranty will be 
used to create or preserve at least one job for every $35,000 in loans over a 24-month period.
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Minority Enterprise Development Program 
Section 8(a) Program 

The Minority Enterprise Development Program, commonly referred to as the 8(a) Program, 
has been revamped into a business development program that provide entrepreneurs and 
contractors assistance in understanding, preparation, negotiation and assistance in competing 
for federal government contract awards. The 8(a) program is still available and growing in the 
assistance it delivers to small businesses owned by socially and economically disadvantaged 
persons. 

The 8(a) Program is available to American citizens who can demonstrate a potential for 
success and that the business is owned at 51 percent by eligible persons. Current law creates 
a presumption that certain groups including African Americans, Asian Americans, Hispanic 
Americans, Native Americans, as well as several other groups, are socially and economically 
disadvantaged. 

On June 30, 1998, the eligibility criteria was expanded to include language that now affords 
eligibility to non-minority and disabled individuals who can demonstrate by a "preponderance 
of evidence" that they have been subjected to racial or ethnic prejudice or cultural bias 
because of their membership in a particular group. The purpose of expanding the 8(a) 
business development program was to, in effect, broaden and create a more equitable 
distribution of 8(a) benefits, improve 8(a) program participant success rates after graduation 
from the program, establish a 8(a) Mentor/Protege program, foster joint ventures and revise 
the small business affiliation rules on bidding on government contracts. 

Also, the changes further assist in developing a new Small Disadvantaged Business Program 
(SDB). The purpose of the SDB Program is to handle activities associated with certifying firms 
as SDBs and to process protests challenging the disadvantages status of a firm claiming to be 
an SDB. 

In addition, 8(a) business development personnel can assist you through a listing of small 
business representatives in both the public and private sectors, as well as direct you to 
specific websites that provide small business procurement and purchasing-related business 
assistance.  

Contact the San Antonio District office at (210) 403-5900 to receive more detailed information 
or to obtain an 8(a) application.   Also, don't forget to visit the procurement section of SBA's 
website, http://www.sba.gov.   

A listing of 8(a) workshops and Hub Zone workshops held in the San Antonio and Austin area 
can be found in Appendix 9. 

Government Contracting Assistance 

The federal government is the largest buyer in the world and small businesses are often at a 
disadvantage when trying to win federal contracts, but the U.S. Small Business Administration 
(SBA) can help overcome the barriers. Working closely with federal agencies and the nation's 
leading large contractors, the SBA works to ensure that small businesses obtain a fair share 
of government contracts and subcontracts. The SBA has a number of programs to help small 
firms do business with the federal government: 
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Through the Prime Contracts Program the SBA helps to increase the small business share 
of government contracts. It also advocates for the breakout of items purchased through full 
and open competition. SBA procurement center representatives (PCRs) work to expand 
contracting opportunities for small businesses. PCRs review contracting actions at major 
federal procurement centers, review the subcontracting plans, recommend contracting 
sources and provide counseling. 

There are two types of PCRs: traditional and breakout. Traditional PCRs work to increase the 
number of procurements set aside for small businesses. Breakout PCRs work to remove 
components or spare parts from sole-source procurements to procurements through open 
competition, which generates savings for the federal government.  

Visit the SBA's Office of Government Contracting Home Page at http://www.sba.gov/gc for a 
listing of PCRs and buying installations nationwide.  

The Subcontracting Assistance Program promotes the full utilization of small businesses 
by the nation's major prime contractors. The Agency's Commercial Marketing Representatives 
(CMRs) concentrate on large businesses that have one or more federal contracts in excess of 
$500,000. 

The CMR will review these large companies' subcontracting plans in order to identify small 
business sources to satisfy specific needs of the prime contractor.  

The Certificate of Competency Program (COC) helps small businesses secure Federal 
contacts by providing an appeal process to low bidder firms denied government contracts for 
a perceived lack of ability or financial resources to perform the work. A small firm may apply to 
the SBA for a Certificate of Competency (CoC) when they are low bidder on such a contract 
but are considered by the contracting agency to be unable to complete the work. The CoC is a 
document indicating that the firm with the low bid has the plant or financial capacity to 
complete the contract. A plant survey and financial analysis of the firm is performed by SBA 
personnel. Within 15 workdays of receipt of the referral, the firm and contracting officer are 
notified of SBA's decision regarding the CoC. Issuance of the CoC to the successful low 
bidder usually results in savings to the government over the next low bid.  

The Size Determination Program ensures that only small firms receive contracts and other 
benefits set aside exclusively for small business. When a firm's claim that it is small is 
challenged, the SBA size specialists determine if the firm does, in fact, meet established SBA 
size standards. Size determinations may also be made when requested in connection with 
other federal contracting programs.  

Website is located at:  http://www.sba.gov/regulations/siccodes/ 

Surety Bond Guarantee (SBG) Program 

The Surety Bond Guarantee (SBG) Program provides small and minority contractors with 
contracting opportunities for which they could not otherwise compete. By law, prime 
contractors to the federal government must post surety binds on federal construction projects 
valued at $100,000 or more. Many state, county, municipal and private sector contracts also 
require bonding, but small and minority businesses may not be able to obtain bonds through 
regular commercial channels. Through this program, the U.S. Small Business Administration 
(SBA) can guarantee bid, performance and payment bonds for contracts up to $1.25 million 
for eligible small contractors. 

A surety bond is a three way agreement between the surety company, the contractor and the 
project. It binds the contractor to comply with the terms of a contract. If the contractor is 
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unable to do so, the surety assumes the responsibility and ensures that the project is 
completed. The SBA guarantees surety companies against a percentage of losses sustained 
as a result of a contractor's default on a guaranteed bid, payment or performance bond. 

There are four major types of surety bonds: 

o Bid  guarantees the bidder will enter into a contract and furnish the required payment 
and performance bonds.  

o Payment  guarantees payment from the contractor to parties who furnish labor, 
materials, equipment and supplies.  

o Performance  guarantees the contractor will fulfill the contract in accordance with its 
terms.  

o Ancillary  bonds which are incidental and essential to the performance of the contract.  
The SBG Program consists of the Prior Approval Program and the Preferred Surety Bond 
Program. Under the Prior Approval Program, the guarantee may range from 80 to 90 percent 
of the losses sustained under a guaranteed bond, and the surety must obtain SBA approval 
for each bond. Under the Preferred Surety Bond Program, selected sureties receive a 70 
percent bond guarantee and are authorized to issue, service and monitor bonds without the 
SBA's approval.  
 
Eligibility 
Contractors - In addition to meeting the surety's bonding qualifications, a contractor must 
meet the SBA's size eligibility standards for a small business. Businesses in the construction 
and service industries can qualify if their average annual receipts for the last three years, 
including those of any affiliates, do not exceed $5 million. Your SBA district office can answer 
any questions regarding eligibility. 

Bonds  The SBA can guarantee bonds for contracts up to $1.25 million. A contract bond (bid, 
performance or payment) is generally eligible for an SBA guarantee if the bond is: 

o listed in the Contract Bonds section of the Surety Association of America's "Manual of 
Rules, Procedures and Classifications";  

o required by the contract or invitation to bid and:  

o executed by a surety company that is acceptable to the U.S. Treasury (Circular 57) and 
qualified by the SBA.  

Ancillary bonds may also be eligible. For more information, contact the San Antonio District 
office at (210) 403-5900. 

Submitting an Application 

The contractor chooses a participating surety company and applies for a specific bond 
through a bonding agent who represents that surety. The application provides the 
background, credit and financial information required by the surety company and the SBA. 
Contact your SBA district office for a list of local surety agents who can provide the forms 
required by the SBA. 
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Once the surety company receives its completed forms and sufficient underwriting information 
from the applicant, it processes and underwrites the application and decides whether to:  

o execute the bond without the SBA's guarantee,  

o execute it only with the SBA's guarantee, or  

o decline the bond even with the SBA's guarantee.  

If surety in the Prior Approval Program determines that the SBA must guarantee the bond, it 
submits an underwriting review, guarantee agreement, supporting documents, and the 
contractor's application forms to the SBA. If the application is for a final bond, the contractor's 
guarantee fee check is also attached. 

A surety in the Preferred Surety Bond Program may issue the bond without the SBA's 
approval. The surety must then report the bond to the SBA and forward the contractor's fee 
payment within the required time. 

Application Review 

In the Prior Approval Program, the SBA reviews the information, documentation and 
underwriting rationale of the surety company to determine if the application is eligible for the 
program. If it is, and the information submitted by the surety company appears favorable, the 
SBA guarantees the bond (the SBA may also request additional information).  

Fees 

The SBA charges fees to both the contractor and the surety company; rates are published 
periodically in the Federal Register. The SBA does not charge the contractor a fee for an 
application or a bid bond guarantee. 

When the bond is issued, the contractor pays the surety company's bond premium. This 
charge cannot exceed the level approved by the state in which the bond is issued. 

For more information on the Surety Bond Guarantee Program, contact the San Antonio 
District Office at (210) 403-5900. 

PRONet 
PRONet is an electronic gateway of procurement information  for and about small businesses. 
It is a search engine for contracting officers, a marketing tool for small firms and a "link" to 
procurement opportunities and important information. It is designed to be a "virtual" one-stop 
procurement shop. 

A search engine, PRONet is an Internet based database of information on more than 171,000 
small, disadvantaged, 8(a) and women-owned businesses. It is free to federal and state 
government agencies as well as prime and other contractors seeking small business 
contractors, subcontractors and/or partnership opportunities. PRONet is open to all small 
firms seeking federal, state and private contracts. 

Businesses profiled on the PRONet system can be searched by SIC codes; key words; 
location; quality certifications; business type; ownership, race and gender; Electronic Data 
Interchange (EDI) capability, etc.  
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A marketing tool, business profiles in the PRONet system include data from SBA's files and 
other available data bases, plus additional business and marketing information on individual 
firms. Businesses on the system will be responsible for updating their profiles and keeping 
information current. 

Profiles are structured like executive business summaries, with specific data search fields that 
are user friendly and designed to meet the needs of contracting officers and other potential 
users. 

Profiles provide vendors an opportunity to put a controlled "marketing spin" on their 
businesses. Companies with home pages can link their web site to their PRONet profile, 
creating a very powerful marketing tool. 

As an electronic gateway, PRONet provides access and is linked to the Commerce Business 
Daily (CBD), agency home pages and other sources of procurement opportunities. 

PRONet is available at the SBA web site, http://www.sba.gov, and is linked to key sources of 
information, assistance and training. Go directly to PRONet. http://pro-net.sba.gov. 

The PRO-Net project is a cooperative effort among SBA's offices of Government Contracting, 
Minority Enterprise Development, Advocacy, Women's Business Ownership, Field 
Operations, Marketing & Customer Service, the Chief Information Officer, and the National 
Women's Business Council. 

The Small Business Innovation Research Program 
The mission of the Office of Technology is to strengthen and expand the competitiveness of 
U.S. small high technology research and development businesses in the federal marketplace. 
The SBIR also provides assistance in achieving commercialization of the results of both the 
federal research and development programs mandated by the Small Business Innovation 
Development Act of 1982 and the Small Business Research and Development Enhancement 
Act of 1992.  

The mission of the Office is carried out through legislated programs including: 

o The Small Business Innovation Research Program  

o The Small Business Technology Transfer Pilot Program  

o The R, R & D Goaling Program  

o Advocacy of Federal technology assistance  

The Office of Technology, formerly the Office of Innovation, Research and Technology, is 
organized into two components: the Research Acquisition Policy Division and the Innovation 
and Technology Division. 

The Office of Technology promotes federal small business high technology programs to 
improve the competitive capabilities of small research and development businesses with 
particular emphasis on emerging and underserved small firms. It encourages state-of-the-
market technology training, technology information exchange and outreach on federal 
technology programs. It also encourages private and public resource support for the 
commercialization of federal R & D efforts. It promotes outreach activities to introduce women 
and minority owned small business concerns to the advantages of competing for federal R & 
D projects. For more information contact the San Antonio District Office at (210) 403-5900. 
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Disaster Assistance Loan Program 
The SBA's Disaster Assistance Loan Program is the primary federally funded, disaster 
assistance loan program for funding long range recovery for private sector, nonagricultural 
disaster victims. Assistance is available to businesses of all sizes and to individuals. Eligibility 
is based on an individual's financial criteria. Interest rates fluctuate according to statutory 
formulas. A low interest rate (not to exceed four percent) is available to applicants without 
credit available elsewhere. A higher rate (not to exceed eight percent) is available for those 
with credit available elsewhere. The program provides disaster loans when a declaration is 
made by the President or the SBA Administrator. There are three disaster loan programs: 

Physical Disaster Business Loans - Loans are available to qualified applicant businesses of 
any size for uninsured losses up to $1.5 million to repair or replace business property to pre-
disaster conditions. Loans may be used to replace or repair real estate, equipment, fixtures 
and inventory and leasehold improvements.  

Economic Injury Disaster Loans (EIDLs)  Loans of up to $1.5 million are available for small 
businesses that sustain economic injury as a direct result of a disaster. These working capital 
loans are made to businesses, without credit available elsewhere, to help pay ordinary and 
necessary operating expenses that would have been payable barring the disaster. 

Note: The maximum loan amount is $1.5 million for EIDL and physical disaster 
business loans combined, unless the business meets the federal criteria for a major 
source of employment. The $1.5 million limit can be waived for businesses employing 
250 or more people in an affected area. 

Loans for Homes and Personal Property  Real Property: This is the major long term 
recovery program for individual disaster losses. Loans are available to qualified homeowners 
for uninsured losses up to $200,000 to repair or restore a primary residence to pre-disaster 
condition. 
Personal Property: Loans are available to qualified homeowner and renter applicants for 
uninsured losses up to $40,000 to repair or replace personal property, such as clothing, 
furniture, cars and so forth. Loans are not intended to replace extraordinarily expensive or 
irreplaceable items, such as antiques, pleasure crafts, recreational vehicles or fur coats.  

SBA Programs & Services for Women-Owned Businesses 
Visit the Online Women's Business Center  located at:http://www.onlinewbc.gov/ 

This interactive business skills training web site is dedicated to helping entrepreneurial women 
reach their goals and aspirations for personal and professional development. Our goal is to 
provide them with the information and expertise they need to plan their economic 
independence through owning a business of their own.  

The Online Women's Business Center is the realization of a vision created by SBA's Office of 
Women's Business Ownership and shared by SBA Women's Business Centers across 
America. These partners saw the value and the possibilities of bringing together the public 
and private sectors to further the empowerment of women everywhere. Our online forums, 
message boards, resource database and informative articles are tools we offer free of charge 
providing women the information they need to succeed in business. 
We regularly invite business experts to participate in on line forums and check out the what's 
new page for the latest information.   
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The San Antonio District Office in conjunction with the UTSA Small Business Development 
Center holds a Women’s Business Owner’s Mentor Roundtable every other month.  See 
Appendix 10 for more information. 

A Quick Tour of the Online Women's Business Center 
While you are online be sure to visit the extensive library of business information topics. The 
site has more than 1,000 articles to guide you down the road to success. 

The Information Exchange is the place to go seek help and offer advice with other business 
owners and small business experts.  

The Marketing Mall provides training and information on a wide variety of marketing, public 
relations and advertising topics. 

The Finance Center features articles on bookkeeping, access to capital, obtaining tax 
information and other useful topics.  

In the Management Institute, we have compiled articles ranging from professional 
development and human resources to building a board of directors and the principles of 
effective leadership.  

The Technology Tower gives you the information you need to understand how technology 
impacts your business. Articles on the latest technology help you lead your company and 
utilize all of the technological tools.  

Building Management Skills with Information 
Throughout its 45-year history, SBA has complemented its financial assistance programs with 
publications aimed at helping small business owners gain the skills required to start, manage 
and grow a small enterprise.  

The more than 40 publications listed in its Resource Directory for Small Business 
Management include titles related to Financial Management, Management and Planning, 
Marketing, Products/Ideas/Inventions, Personnel Management, and Emerging Business. Also 
available are videotapes on similar topics. New to the Directory in late 1998 is a "Common 
Sense" series presenting 11 management activities in a separate workbook format. A twelfth 
workbook integrates the other topics into a comprehensive management perspective. 

The publications and videotapes are available at a nominal fee, using an order form accompanying the Directory. 
For a FREE copy of the Directory contact SBA's Answer Desk at (800) 827-5722 or visit SBA's website at 
http://www.sba.gov. 

Service Corps of Retired Executives (SCORE) 
SCORE, the Service Corps of Retired Executives, is a 13,000member volunteer association 
sponsored by the U.S. Small Business Administration. Since 1964, the association has 
matched volunteer business management counselors with clients in need of expert advice. 
SCORE has experts in virtually every area of business management and maintains a national 
skills roster to help identify the best counselor for a particular client. Volunteer counselors 
share their management and technical expertise with both present and prospective small 
business owners. 
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SCORE volunteers are members of 388 locally organized chapters offering assistance in 
almost 800 locations throughout the United States, Puerto Rico, the U.S. Virgin Islands and 
Guam. 

Every effort is made to match a client's needs with a counselor who is experienced in a 
comparable line of business. All individual and team SCORE counseling is free; there may be 
a nominal fee for training workshops and seminars. 

Through in depth counseling and training, SCORE volunteers help prospective and 
established small business owners and managers identify problems, determine the causes 
and find solutions. 

SCORE chapters offer low cost pre-business workshops that address topics like assessing 
entrepreneurial potential, developing a startup checklist, selecting a legal entity, creating a 
business plan and securing funding.  

 A schedule of these workshops are listed in Appendix 11.   

SCORE counselors also help successful firms review their distribution channels, survey 
expansion, modify products and meet other business challenges. Other workshops offer 
experienced business owners information on a myriad of subjects, including starting a home 
based business, purchasing a franchise, defining a marketing and advertising strategy, 
implementing a waste reduction plan, setting merchandise prices and beginning an exporting 
venture. 

Any small business can obtain help from SCORE. The approach is confidential and personal. 
You don't need to be applying for or to have an SBA loan to participate in the program. In fact, 
an idea is all that is necessary for consultation and counseling.  

The San Antonio Office has two SCORE Chapters within our district they are located at: 
Austin Chapter #249 Location   San Antonio Chapter #164 Location 
2501 S. Congress Avenue     7319 San Pedro, Building. #2, Suite. 200 
(Bank of America Building)    San Antonio, TX 78232 
2nd Floor       Phone: (210) 403-5930 
Austin, Texas 78704-5539 
Phone Number: (512) 442-7235 

                    or 
 4100 Ed Bluestein Blvd. 
 Austin, Texas 78721 
 

Small Business Development Centers (SBDC) 
The SBDC network is recognized as one of the finest business outreach programs of its kind 
in the nation. 

The SBA provides 50 percent or less of the operating funds for each state SBDC. General 
business education, such a management development, technical information and marketing 
assistance form the bulk of SBDC services. These business education services are offered 
via one on one counseling as well as regularly scheduled training seminars. 
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The mission of the SBDC network is made up of the following elements:  

o To support entrepreneurship and business expansion through educational 
opportunities that cover human resources, management, technology, capital formation 
and infrastructure needs of the business community.  

o To address regional economic development needs for information by providing applied 
economic development research to communities and regions.  

o To assist in the expansion of international trade primarily by educating new exporters 
who need assistance in all elements of exporting. 

o To deliver in-house managerial and employee training targeted especially to 
businesses which have difficulty obtaining affordable training. 

o To facilitate the creation of economic development leadership groups that focus on the 
creation, retention and expansion of business. 

o To provide special attention to the needs of minority entrepreneurs by identifying 
procurement opportunities, locating sources of capital and supporting outreach efforts 
of historically black colleges and universities. 

o To assist existing businesses in taking advantage of state and local incentives for job 
creation, employee training and other expansion efforts. 

A listing of Small Business Development Centers are provided in Appendix 12. 
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Glossary of Terms 

ACCOUNTS 
PAYABLE  

Trade accounts of businesses representing obligations to pay for 
goods and services received. 

ACCOUNTS 
RECEIVABLE  

Trade accounts of businesses representing moneys due for 
goods sold or services rendered evidenced by notes, statements, 
invoices or other written evidence of a present obligation.  

ACCOUNTING  The recording, classifying, summarizing and interpreting in a 
significant manner and in terms of money, transactions and 
events of a financial character.  

ASSUMPTIONS  The act of assuming/undertaking another's debts or obligations.  

AUCTION  A public sale of goods to the highest bidder.  

AUTOMATIC 
DATA 
PROCESSING  

1. Data processing largely performed by automatic means.  

2. The discipline which deals with methods and techniques of 
automatic data processing.  

3. Pertaining to data processing equipment such as electrical 
accounting machines and electronic data processing 
equipment.  

BANKRUPTCY  A condition in which a business cannot meet its debt obligations 
and petitions a federal district court for either reorganization of its 
debts or liquidation of its assets. In the action the property of a 
debtor is taken over by a receiver or trustee in bankruptcy for the 
benefit of the creditors. This action is conducted as prescribed by 
the National Bankruptcy Act, and may be voluntary or involuntary.  

BREAK-EVEN 
POINT  

The break-even point in any business is that point at which the 
volume of sales or revenues exactly equals total expenses -- the 
point at which there is neither a profit nor loss -- under varying 
levels of activity. The break-even point tells the manager what 
level of output or activity is required before the firm can make a 
profit; reflects the relationship between costs, volume and profits.  

BUSINESS BIRTH  Formation of a new establishment or enterprise.  

BUSINESS DEATH  Voluntary or involuntary closure of a firm or establishment.  

BUSINESS 
DISSOLUTION  

For enumeration purposes, the absence from any current record 
of a business that was present in a prior time period.  
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BUSINESS 
FAILURE   The closure of a business causing a loss to at least one creditor.  

BUSINESS 
INFORMATION 
CENTER (BIC)  

One of more than 50 specialized Small Business Administration 
units which offer the latest in high-technology hard-ware, software 
and telecommunications to assist small business PLUS one-on-
one counseling with seasoned business veterans through the 
Service Corps of Retired Executives (SCORE). Each BIC offers 
electronic bulletin boards, computer databases, on-line 
information exchange, periodicals and brochures, counseling, 
video tapes, reference materials, texts, start-up guides, 
application software, computer tutorials and interactive media.  

BUSINESS PLAN  A comprehensive planning document which clearly describes the 
business developmental objective of an existing or proposed 
business applying for assistance in SBA's 8(a) or lending 
Programs. The plan outlines what and how and from where the 
resources needed to accomplish the objective will be obtained 
and utilized.  

BUSINESS START  For enumeration purposes, a business with a name or similar 
designation that did not exist in a prior time period.  

CANCELED LOAN  The annulment or recission of an approved loan prior to 
disbursement.  

CAPITAL  Assets less liabilities, representing the ownership interest in a 
business;  
a stock of accumulated goods, especially at a specified time and 
in contrast to income received during a specified time period;  
accumulated goods devoted to the production of goods; (4) 
accumulated possessions calculated to bring income.  

CAPITAL 
EXPENDITURES  Business spending on additional plant equipment and inventory.  

CAPITALIZED 
PROPERTY  

Personal property of the agency which has an average dollar 
value of $300.00 or more and a life expectancy of one year or 
more. Capitalized property shall be depreciated annually over the 
expected useful life to the agency.  

CASH DISCOUNT  An incentive offered by the seller to encourage the buyer to pay 
within a stipulated time. For example, if the terms are 2/10/N 30, 
the buyer may deduct 2 percent from the amount of the invoice (if 
paid within 10 days) otherwise, the full amount is due in 30 days.  

CASH FLOW  An accounting presentation showing how much of the cash 
generated by the business remains after both expenses 
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(including interest) and principal repayment on financing are paid. 
A projected cash flow statement indicates whether the business 
will have cash to pay its expenses, loans, and make a profit. 
Cash flows can be calculated for any given period of time, 
normally done on a monthly basis.  

CHARACTER  A letter, digit, or other symbol, that is a part of the organization, 
control, or representation of data used in computer systems.  

CHARGE-OFF  An accounting transaction removing an uncollectible balance 
from the active receivable accounts.  

CHARGED OFF 
LOAN  

An uncollectible loan for which the principal and accrued interest 
were removed from the receivable accounts.  

CLOSING  Actions and procedures required to effect the documentation and 
disbursement of loan funds after the application has been 
approved, and the execution of all required documentation and its 
filing and recordation where required.  

CLOSED LOAN  Any loan for which funds have been disbursed, and all required 
documentation has been executed, received and reviewed. For 
statistical purposes, first or total disbursement is counted as a 
closed loan.  

COLLATERAL  Something of value -- securities, evidence of deposit or other 
property -- pledged to support the repayment of an obligation.  

COLLATERAL 
DOCUMENT  

A legal document covering the item(s) pledged as collateral on a 
loan, i.e., note, mortgages, assignment, etc.  

CONSORTIUM  A coalition of organizations, such as banks and corporations, set 
up to fund ventures requiring large capital resources.  

CORPORATION  A group of persons granted a state charter legally recognizing 
them as a separate entity having its own rights, privileges, and 
liabilities distinct from those of its members. The process of 
incorporating should be completed with the state's secretary of 
state or state corporate counsel and usually requires the services 
of an attorney.  

COMPROMISE  The settlement of a claim resulting from a defaulted loan for less 
than the full amount due. Compromise settlement is a procedure 
available for use only in instances where the government cannot 
collect the full amount due within a reasonable time, by enforced 
collection proceedings or where the cost of such proceedings 
would not justify such effort.  
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CONTINGENT 
LIABILITY  

A potential obligation that may be incurred dependent upon the 
occurrence of a future event. Two examples are: (1) the liability of 
an endorser or guarantor of a note if the primary borrower fails to 
pay as agreed and (2) the liability that would be incurred if a 
pending lawsuit is resolved in the other party's favor.  

COSTS  Money obligated for goods and services received during a given 
period of time, regardless of when ordered or whether paid for.  

CREDIT RATING  A grade assigned to a business concern to denote the net worth 
and credit standing to which the concern is entitled in the opinion 
of the rating agency as a result of its investigation.  

DATA ELEMENT  The basic unit of identifiable and definable information. A data 
element occupies the space provided by fields in a record or 
blocks on a form. It has an identifying name and value or values 
for expressing a specific fact. For example, a data element 
named "Color of Eyes" could have recorded values of "Blue (a 
name)," "Bl (an abbreviation)," "06 (a code)." Similarly, a data 
element named "Age of Employee" could have a recorded value 
of "28" (a numeric value).  

DEBENTURE  Debt instrument evidencing the holder's right to receive interest 
and principal installments from the named obligor. Applies to all 
forms of unsecured, long-term debt evidenced by a certificate of 
debt.  

DEBT CAPITAL  Business financing that normally requires periodic interest 
payments and repayment of the principal within a specified time.  

DEBT FINANCING  The provision of long term loans to small business concerns in 
exchange for debt securities or a note.  

DEED OF TRUST  A document under seal which, when delivered, transfers a 
present interest in property. May be held as collateral.  

DEFAULTS  The nonpayment of principal and/or interest on the due date as 
provided by the terms and conditions of the note.  

DEFERRED LOAN  Loans whose principal and or interest installments are postponed 
for a specified period of time.  

DISBURSEMENT  The actual payout to borrower of loan funds, in whole or part. It 
may be concurrent with the closing, or follow it.  

DISBURSING 
OFFICER  

An employee authorized to pay out cash or issue checks in 
settlement of vouchers approved by a certifying officer.  
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DIVESTITURE  Change of ownership and/or control of a business from a majority 
(non-disadvantaged) to disadvantaged persons.  

EARNING POWER  The demonstrated ability of a business to earn a profit, over time, 
while following good accounting practices. When a business 
shows a reasonable profit on invested capital after fully 
maintaining the business property, appropriately compensating its 
owner and employees, servicing its obligations, and fully 
recognizing its costs, the business may be said to have 
demonstrated earning power. Demonstrated earning power is the 
foremost test of the business risk in pressing upon an application 
for a loan.  

EASEMENT  A right or privilege that a person may have on another's land, as 
the right of a way or ingress or egress.  

EMPLOYEE 
ASSISTANCE 
PROGRAM (EAP) 
COORDINATOR  

Coordinates the activities of Central Office or regional counselors, 
maintains a community resource list, of available professional 
assistance to troubled employees and a current roster of EAP 
counselors for the area of his/her jurisdiction.  

EAP COUNSELOR  Conducts confidential consultations with troubled employees who 
so request or who are referred for objective analysis of a personal 
problem and for identification of the best available assistance 
and/or professional services needed to resolve the employee's 
problem.  

ENTERPRISE  Aggregation of all establishments owned by a parent company. 
An enterprise can consist of a single, independent establishment 
or it can include subsidiaries or other branch establishments 
under the same ownership and control.  

ENTREPRENEUR  One who assumes the financial risk of the initiation, operation 
and management of a given business or undertaking.  

EQUITY  An ownership interest in a business.  

EQUITY 
FINANCING  

The provision of funds for capital or operating expenses in 
exchange for capital stock, stock purchase warrants and options 
in the business financed, without any guaranteed return, but with 
the opportunity to share in the company's profits. Equity financing 
includes long-term subordinated securities containing stock 
options and/or warrants. Utilized in SBIC financing activities.  

EQUITY 
PARTNERSHIP  

A limited partnership arrangement for providing start-up and seed 
capital to businesses.  

ESCROW 
ACCOUNTS  

Funds placed in trust with a third party, by a borrower for a 
specific purpose and to be delivered to the borrower only upon 
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the fulfillment of certain conditions.  

ESTABLISHMENT  A single-location business unit, which may be independent -- 
called a single- establishment enterprise-- or owned by a parent 
enterprise.  

FINANCIAL 
REPORTS  

Reports commonly required from applicants request for financial 
assistance, e.g.:  
Balance Sheet - A report of the status of a firm's assets, liabilities 
and owner's equity at a given time.  
Income Statement - A report of revenue and expense which 
shows the results of business operations or net income for a 
specified period of time.  
Cash Flow - A report which analyzes the actual or projected 
source and disposition of cash during a past or future accounting 
period.  

FINANCING  New funds provided to a business, by either loans or purchase of 
debt securities or capital stock.  

FLOW CHART  A graphical representation for the definition, analysis, or solution 
of a problem, in which symbols are used to represent operations, 
data, flow, equipment, etc.  

FORECLOSURE  The act by the mortgagee or trustee upon default, in the payment 
of interest or principal of a mortgage of enforcing payment of the 
debt by selling the underlying security.  

FRANCHISING  A continuing relationship in which the franchisor provides a 
licensed privilege to the franchisee to do business, and offers 
assistance in organizing, training, merchandising, marketing and 
managing in return for a consideration. Franchising is a form of 
business by which the owner (franchisor) of a product, service or 
method obtains distribution through affiliated dealers 
(franchisees). The product, method or service being marketed is 
usually identified by the franchisor's brand name, and the holder 
of the privilege (franchisee) is often given exclusive access to a 
defined geographical area.  

GROSS 
DOMESTIC 
PRODUCT (GDP)  

The most comprehensive single measure of aggregate economic 
output. Represents the market value of the total output of the 
goods and services produced by a nation's economy.  

GROSS 
NATIONAL 
PRODUCT (GNP)  

A measure of a nation's aggregate economic output. Since 1991 
GDP, a slightly different calculation, has replaced GNP as a 
measure of U.S. economic output.  

GUARANTEED 
LOAN  

A loan made and serviced by a lending institution under 
agreement that a governmental agency will purchase the 
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guaranteed portion if the borrower defaults.  

HARDWARE  A term used to describe the mechanical, electrical and electronic 
elements of a data processing system.  

HAZARD 
INSURANCE  

Insurance required showing lender as loss payee covering certain 
risks on real and personal property used for securing loans.  

INCUBATOR  A facility designed to encourage entrepreneurship and minimize 
obstacles to new business formation and growth, particularly for 
high technology firms, by housing a number of fledgling 
enterprises that share an array of services. These shared 
services may include meeting areas, secretarial services, 
accounting services, research libraries, on-site financial and 
management counseling and word processing facilities.  

INDEPENDENT 
AND QUALIFIED 
PUBLIC 
ACCOUNTANTS  

Public accountants are independent when neither they nor any of 
their family have a material, direct or indirect financial interest in 
the borrower other than as an accountant. They are qualified, 
unless there is contrary evidence, when they are either (1) 
certified, licensed, or otherwise registered if so required by the 
state in which they work, or (2) have worked as a public 
accountant for at least five years and are accepted by SBA.  

INDUSTRIAL 
REVENUE BOND 
(IRB)  

A tax-exempt bond issued by a state or local government agency 
to finance industrial or commercial projects that serve a public 
good. The bond usually is not backed by the full faith and credit of 
the government that issues it, but is repaid solely from the 
revenues of the project and requires a private sector commitment 
for repayment.  

INNOVATION  Introduction of a new idea into the marketplace in the form of a 
new product or service, or an improvement in organization or 
process.  

INSOLVENCY  The inability of a borrower to meet financial obligations as they 
mature, or having insufficient assets to pay legal debts.  

INTEREST  An amount paid a lender for the use of funds.  

INVERSE ORDER 
OF MATURITY  

When payments are received from borrowers that are larger than 
the authorized repayment schedules the overpayment is credited 
to the final installments of the principal which reduces the 
maturity of the loan and does not affect the original repayment 
schedule.  

INVESTMENT 
BANKING  

Businesses specializing in the formation of capital. This is done 
by outright purchase and sale of securities offered by the issuer, 
standby underwriting or "best efforts selling."  
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INVITATION FOR 
BIDS  

Formal solicitations for offerings, to perform procurements by 
competitive bids when the specifications describe the 
requirements of the government clearly, accurately, and 
completely; but avoiding unnecessarily restrictive specifications 
or requirements which might unduly limit the number of bidders.  

JOB 
DESCRIPTION  

A written statement listing the elements of a particular job or 
occupation, e.g., purpose, duties, equipment used, qualifications, 
training, physical and mental demands, working conditions, etc.  

JUDGMENT  Judicial determination of the existence of an indebtedness, or 
other legal liability.  

JUDGMENT BY 
CONFESSION  

The act of debtors permitting judgment to be entered against 
them for a given sum with a statement to that effect, without the 
institution of legal proceedings.  

JUNK BOND  A high-yield corporate bond issue with a below-investment rating 
that became a growing source of corporate funding in the 1980s.  

LEASE  A contract between the owner (lessor) and the tenant (lessee) 
stating the conditions under which the tenant may occupy or use 
the property.  

LEGAL RATE OF 
INTEREST  

The maximum rate of interest fixed by the laws of the various 
states, which a lender may charge a borrower for the use of 
money.  

LENDING 
INSTITUTION  

Any institution, including a commercial bank, savings and loan 
association, commercial finance company, or other lender 
qualified to participate with SBA in the making of loans.  

LEVERAGED  
BUY-OUT  

The purchase of a business, with financing provided largely by 
borrowed money, often in the form of junk bonds.  

LIEN  A charge upon or security interest in real or personal property 
maintained to ensure the satisfaction of a debt or duty ordinarily 
arising by operation of law.  

LIQUIDATION  The disposal, at maximum prices, of the collateral securing a 
loan, and the voluntary and enforced collection of the remaining 
loan balance from the obligators and/or guarantors.  

LIQUIDATION 
VALUE  

The net value realizable in the sale (ordinarily a forced sale) of a 
business or a particular asset.  

LITIGATION  Refers to a loan in "liquidation status" which has been referred 
attorneys for legal action.  
Also: The practice of taking legal action through the judicial 
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process.  

LOAN 
AGREEMENT  

Agreement to be executed by borrower, containing pertinent 
terms, conditions, covenants and restrictions.  

LOAN PAYOFF 
AMOUNT  

The total amount of money needed to meet a borrower's 
obligation on a loan. It is arrived at by accruing gross interest for 
one day and multiplying this figure by the number of days that 
exist between the date of the last repayment and the date on 
which the loan is to be completely paid off. This amount, known 
as accrued interest, is combined with the latest principal and 
escrow balances that are applicable to what is now referred to as 
the loan payoff amount. In the case where prepaid interest 
exceeds the accrued interest the latter is subtracted from the 
former and the difference is used to reduce the total amount 
owed.  

LOSS RATE  A rate developed by comparing the ratio of total loans charged off 
to the total loans disbursed from inception of the program to the 
present date.  

LOSS RESERVE 
ADJUSTMENT 
RATE  

A reserve rate based upon the ratio of the aggregate net 
chargeoffs (chargeoffs less recoveries) for the most recent five 
years to the total average loans outstanding for the comparable 
5-year period.  

MARKUP  Markup is the difference between invoice cost and selling price. It 
may be expressed either as a percentage of the selling price or 
the cost price and is supposed to cover all the costs of doing 
business plus a profit. Whether markup is based on the selling 
price or the cost price, the base is always equal to 100 percent.  

MATURITY  As applied to securities and commercial paper, the period end 
date when payment of principal is due.  

MATURITY 
EXTENSIONS  

Extensions of payment beyond the original period established for 
repayment of a loan.  

MERGER  A combination of two or more corporations wherein the dominant 
unit absorbs the passive ones, the former continuing operation 
usually under the same name. In a consolidation two units 
combine and are succeeded by a new corporation, usually with a 
new title.  

MORTGAGE  An instrument giving legal title to secure the repayment of a loan 
made by the mortgagee (lender). In legal contemplation there are 
two types: (1) title theory - operates as a transfer of the legal title 
of the property to the mortgagee, and (2) lien theory - creates a 
lien upon the property in favor of the mortgagee.  
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NEGOTIATION  The "face to face" process used by local unions and the employer 
to exchange their views on those matters involving personnel 
policies and practices, or other matters affecting the working 
conditions of employees in the unit and reduced to a written 
binding agreement. Used also by contracting officers to reach 
agreement with potential contractors.  

NEGOTIATION 
DISPUTE  

That point in negotiations where labor and management cannot 
come to an agreement on some or all of the issues on the 
bargaining table and the services of the FMCS have not been 
utilized.  

NEGOTIATED 
GRIEVANCE 
PROCEDURE  

The sole and exclusive procedure available to all employees in a 
bargaining unit and the employer for processing grievances and 
disputes.  

NET WORTH  Property owned (assets), minus debts and obligations owed 
(liabilities), is the owner's equity (net worth).  

NOTES AND 
ACCOUNTS 
RECEIVABLE  

A secured or unsecured receivable evidenced by a note or open 
account arising from activities involving liquidation and disposal of 
loan collateral.  

OBLIGATIONS  Technically defined as "amount of orders placed, contracts 
awarded, services received, and similar transactions during a 
given period which will require payments during the same or a 
future period."  

ORDINARY 
INTEREST  

Simple interest based on a year of 360 days, contrasting with 
exact interest having a base year of 365 days.  

OUTLAYS  Net disbursements (cash payments in excess of cash receipts) 
for administrative expenses and for loans and related costs and 
expenses (e.g., gross disbursements for loans and expenses 
minus loan repayments, interest and fee income collected, and 
reimbursements received for services performed for other 
agencies).  

PARTNERSHIP  A legal relationship existing between two or more persons 
contractually associated as joint principals in a business.  

PATENT  A patent secures to an inventory the exclusive right to make, use 
and sell an invention for 17 years. Inventors should contact the 
U.S. Department of Commerce Patent Office.  

PRIME RATE  Interest rate which is charged business borrowers having the 
highest credit ratings, for short term borrowing.  

PRO-Net  An Internet-based database of information of small, 
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disadvantaged, 8(a) and women-owned businesses seeking 
procurement contracts.  

PRODUCT 
LIABILITY  

Type of tort or civil liability that applies to product manufacturers 
and sellers.  

PROFESSIONAL 
AND TRADE 
ASSOCIATIONS  

Non-profit, cooperative and voluntary organizations that are 
designed to help their members in dealing with problems of 
mutual interest. In many instances professional and trade 
associations enter into an agreement with SBA to provide 
volunteer counseling to the small business community.  

PROPRIETORSHIP  The most common legal form of business ownership; about 85 
percent of all small businesses are proprietorships. The liability of 
the owner is unlimited in this form of ownership.  

PROTEST  A statement in writing by any bidder or offeror on a particular 
procurement alleging that another bidder or offeror on such 
procurement is not a small business concern.  

RATIO  Denotes relationships of items within and between financial 
statements, e.g., current ratio, quick ratio, inventory turnover ratio 
and debt/net worth ratios.  

REQUEST FOR 
PROPOSALS  

Solicitations for offerings for competitive negotiated procurements 
when it is impossible to draft an invitation for bids containing 
adequate detailed description of the required property and 
services. There are 15 circumstances in the Federal Acquisition 
Regulations (FAR) which permit negotiated procurements.  

RETURN ON 
INVESTMENT  

The amount of profit (return) based on the amount of resources 
(funds) used to produce it. Also, the ability of a given investment 
to earn a return for its use.  

SECONDARY 
MARKET  

Those who purchase an interest in a loan from an original lender, 
such as banks, institutional investors, insurance companies, 
credit unions and pension funds.  

SERVICE CORPS 
OF RETIRED 
EXECUTIVES 
(SCORE)  

Retired, and working, successful business persons who volunteer 
to render assistance in counseling, training and guiding small 
business clients.  

SMALL BUSINESS 
DEVELOPMENT 
CENTERS (SBDC)  

The SBDC is a university-based center for the delivery of joint 
government, academic, and private sector services for the benefit 
of small business and the national welfare. It is committed to the 
development and productivity of business and the economy in 
specific geographical regions.  
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TURNOVER 
(Business)  

Turnover is the number of times that an average inventory of 
goods is sold during a fiscal year or some designated period. 
Care must be taken to ensure that the average inventory and net 
sales are both reduced to the same denominator; that is, divide 
inventory at cost into sales at cost or divide inventory at selling 
price into sales at selling price. Do not mix cost price with selling 
price. The turnover when accurately computed, is one measure of 
the efficiency of a business.  

UNDELIVERED 
ORDERS  

The amount of orders for goods and services outstanding for 
which, the liability has not yet accrued. For practical purposes 
represents obligations incurred for which goods have not been 
delivered or services not performed.  

UNFAIR LABOR 
PRACTICE  

Action by either the employer or union which violates the 
provisions of EO 11491 as amended.  

UNIFORM 
COMMERCIAL 
CODE  

Codification of uniform laws concerning commercial transactions. 
In SBA parlance generally refers to a uniform method of 
recording and enforcing a security interest or charge upon 
existing or to be acquired personal property.  

USURY  Interest which exceeds the legal rate charged to a borrower for 
the use of money.  

VENTURE 
CAPITAL  

Money used to support new or unusual commercial undertakings; 
equity, risk or speculative capital. This funding is provided to new 
or existing firms that exhibit above-average growth rates, a 
significant potential for market expansion and the need for 
additional financing for business maintenance or expansion.  

WORD 
PROCESSING  

Is the efficient and effective production of written communications 
at the lowest possible cost through the combined use of systems 
management procedures, automated technology, and 
accomplished personnel. The equipment used in word processing 
applications includes but is not limited to the following: Dictation 
and transcription equipment, automatic repetitive typewriters, 
visual display text editing typewriters, keyboard terminals, etc.  

WORKERS' 
COMPENSATION  

A state-mandated form of insurance covering workers injured in 
job- related accidents. In some states the state is the insurer; in 
other states insurance must be acquired from commercial 
insurance firms. Insurance rates are based on a number of 
factors including salaries, firm history and risk of occupation.  
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FREQUENTLY ASKED QUESTIONS 
Does the SBA have business grants? 

No. the SBA does not provide grants for the purpose of business start-up or expansion. SBA 
does offer several loan programs which are described in this document. 
 
How do I know if I qualify as a small business so I can receive SBA assistance? 

Approximately 95% of all businesses are eligible for SBA assistance. Size standards vary 
widely depending upon the industry; however, as a general rule, your business is within SBA 
size limits if it is in manufacturing or wholesaling with fewer than 100 employees or in retailing 
or service with annual sales under $5,000.000 To find out more about size standards, call the 
SBA Office of Size Standards at (202) 205-6618. 
 
Are there any restrictions on the type of business that can receive an SBA loan? 

Read the information in this document about SBA loans before approaching a lender. Bring 
the necessary documents and be prepared to answer questions about your company. A well-
planned and organized presentation will be an important factor in the review of your request. 
 
Do I have to be declined by a bank? 

No, you do not have to be turned down by a lender to qualify for a loan guaranteed by the 
SBA. 
 
What is the interest rate? 

Interest rates on SBA guaranty loans are negotiated between the lender and borrower. Rates 
are variable and may not exceed 2.75 percent over the New York prime rate. Slightly higher 
interest rates may be charged on loans under $50,000 
 
What are the loan limits? 

The SBA does not let loan minimums. Many lenders may prefer to process loans for under 
$100,000 under SBA's LowDoc program. The maximum amount the SBA can guaranty is 
generally $750,000. 
 
How much money do I need to have in order to qualify for an SBA loan? 

A borrower's capital contribution generally must be one-fifth to one-third of the total project 
cost. 
 
How long will it take to get my loan? 

A credit decision on a complete loan package is usually made within ten working days after it 
is received by the SBA, not including bank processing time. This assumes that the borrower 
and lender have provided all the information necessary to process the loan. 
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Where can I get the loan application? 

SBA loan forms are available from a participating lender, who will also be able to provide 
information about both the bank and SBA documentation required.  

The above text is taken from Small Business Resource Guides published for individual SBA District Offices in co-sponsorship 
with RENI Publishing of Winter Haven FL 33880-3052. SBA's participation in this publication is not an endorsement of the 
views, opinions, products or services of the publisher or any advertiser or other participant appearing herein. All SBA 
programs or cosponsored programs are extended to the public on a nondiscriminatory basis. Individual District Office 
editions are copyrighted. SBA Auth. No. 97-7110-64.   

 



Agencies to Contact to Start a New Business 

Agency Contact General Business Information 

 

City of San Antonio Department Services 
Building Inspections 
114 W. Commerce St. 11th FL,  
San Antonio, TX 78205 
(210) 207-8220 Fax: (210) 207-4852 
Web site:  http://www.sanantonio.gov 

or 
Residential Reviewing 
505 Barton Springs, Austin, TX 78704  
(512) 499-2380 Fax: (512) 974-6536 
Web site:  http://www.ci.austin.tx.us/development 

or 
 (Also Zoning) 
1120 San Bernardo, Laredo, TX 78040 
(956) 795-2990 Fax: (956) 795-2998 
Web site:  http://www.cityoflaredo.com 

or 
(Also Zoning) 
114 W. Martin, Del Rio, TX 78840 
(830) 774-8526 Fax: (830) 703-5305 

or 
P.O. Box 1758, Victoria, TX 77902-1758 
(361) 485-3320 Fax: (361) 572-6757  
Web site:  http://www.ci.victoria.tx.us 

or 
P.O. Box 1751, San Angelo, TX 76902 
(915) 657-4420  Fax: (915) 657-4435 

A certificate of Occupancy is required for all business in a 
commercial zoned property. 

City of San Antonio 
One Stop Development Services Department 
Development & Business Services Center 
1901 S. Alamo St.  
San Antonio, TX 78204  
P.O. Box 830505,  
San Antonio, TX 78283 
(210) 207-3900 Fax: (210) 207-3903   
Web site:  http://www.sanantonio.com  
e-mail:  edd@sanantonio.com 
 

Provides a complete guide to procedure of securing 
necessary permits and licenses for any business operation 
within San Antonio city limits.  Provides business start-up 
information, business counseling, technical assistance, 
and entrepreneur training and workshops. 

Zoning Planning Department 
114 W. Commerce St. 4th FL,  
San Antonio, TX 78205 
(210) 207-7900 Fax: (210) 207-4441 
Web site:  http://www.ci.sat.tx.us/planning 
e-mail:  jdeel@sanantonio.gov 

or 
301 W. 2nd St., Austin, TX 78702  
(512) 499-2680 Fax: (512) 499-270 

or 
1110 Houston St., Laredo, TX 78040 
(956) 791-7441 Fax: (956) 791-7457 
Web site:  http://www.cityoflaredo.com 

or 
 
 

For commercial zoning information.  Also, for information 
on operating a home-based business. 
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City Agencies 



 
 
P.O. Box 1758, Victoria, TX 77902 
(361) 485-3360 Fax: (361) 572-6697 
Web site:  http://www.dsims@victoriatx.org 
 
South Texas Business Fund (STBF) 
1901 S. Alamo St., Suite 283  
San Antonio, TX 78204 
Mail: P.O. Box 83050 
San Antonio, TX 78283 
(210) 207-3930, Fax:  (210) 207-3939 
1-800-557-2532 
Web site:  http://www.sotexbizfund.com 
 
 

 
 
 
 
 
Provides a variety of loan programs for small and large 
businesses 

County Agencies
 

 
County Clerks Office 
Bexar County Courthouse, 100 Dolorosa 
San Antonio, TX 78205 
(210) 335-2223  

or 
1901 S. Alamo St. 
San Antonio, TX 78204 
(210) 207-3920 
 
1110 Victoria St. Suite 201, Laredo, TX 78042 
(956) 721-2640 Fax: (956) 721-2288 

or 
(Also Permits and Licenses) 
P.O. Box 1267, Del Rio, TX 78841-1267 
(830) 774-7567 

or 
(Also permits and licenses) 
115 N. Bridge St. Rm. 103, Victoria, TX 77901 
(361) 575-1478 Fax: (361) 575-6276 

or 
(Also permits and licenses) 
24 W. Beauregard, San Angelo, TX 76903-5835 
(915) 659-6553  
Web site:  http://www.co.tom-green.tx.us 

 
 
 
 
 
Assumed name registration unless name of the individual 
is used.  Basic fee for a ten year period, plus a fee for a 
notary and for a certified copy.  Additional charge for 
each name or registration. 

 
County Permits and Licenses Office 
233 N. Pecos Suite 420, San Antonio, TX 78207 
(210) 335-6700 

or 
Travis County Courthouse 
1000 Guadalupe Rm. 222, Austin, TX 78701  
(512) 473-9473 Fax: (512) 473-9233 

or 
1110 Victoria Suite 107, Laredo, TX 78042 
(956) 721-2323  Fax: (956) 721-2332 

 
Building permits and licenses.  See the Environmental 
Office for sewage systems and the Traffic Office for 
driveways. 
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State Agencies
 

 
Texas Alcoholic Beverage Commission 
4203 Woodcock Dr. Suite 120, San Antonio, TX 78228 
(210) 736-4466 Fax: (210) 736-4225 
Web site:  http://www.tabc.state.tx.us 
 
Texas Health Facilities Commission 
P.O. Box 15023, Austin, TX 78751 

 
 
 
 
Liquor license, also beer and wine licenses 
 
 
 
 
Nursing Home—Initial clearance of need to operate in 
the community. 

115 E. Travis St. Suite 925, San Antonio, TX 78229 
(210) 224-1007 (800) 621-0508 Fax: (210) 225-1075 
Web site:  http://www.oag.state.tx.us 
 
Secretary of State 
Sam Houston Building Statutory Filling Division 
P.O. Box 13697, Austin, TX 78711-3697 

or 
1019 Brazos, Austin, TX  
 (512) 463-5582 (512) 463-5555 (Corporate Info.) 
 
State Comptroller’s Office 
9514  Console Dr. Suite 102, San Antonio, TX 78229 
(210) 616-0067 Fax: (210) 593-2678 
Web site:  http://www.window.state.tx.us (same for 
following offices) 

or 
123 SW Military Dr., Southwest Junction Plaza 
San Antonio, TX 78221 
(210) 924-6434 Fax: (210) 924-3188 

or 
4145 Nacogdoches, Suite 1, San Antonio, TX 78247 
(210) 646-0399 Fax: (210) 590-7801      

 
Texas Department of Economics and Development 
Business Information & Referral,  
P.O. Box 12728, Austin, TX 78711-2728 

or 
1700 North Congress Ave., Stephen F. Austin Building, 
Suite 220, Austin, TX  78711 
(512) 936-0100 (800) 222-0511 
 
Texas Department of Protective and Regulatory 
Services Child Care Licensing 
4023 Pleasanton Rd., P.O. Box 23990, 
San Antonio, TX 78223-0990 
(210) 932-5200 (210) 932-5248 
 
Texas Workforce Commission 
Northwest Tax Office  
8323 Culebra Rd. Suite 103,  
San Antonio, TX 78251-1682  
(210) 684-1051 
 
Regional Office 
8323 Culebra Rd. Suite 102,  
San Antonio, TX 78251 (210) 523-7300  
 
 
 
 

To file complaints against businesses. 
 
 
 
Assumed names and limited partnership information.  
Also, information on obtaining trademark protection from 
the State of Texas. 
 
 
 
 
State and City sales tax requirements.  Also Sales Tax 
Permits. 
 
 
 
 
 
 
 
 
 
 
 
Provides information on the regulatory and permit 
requirements necessary to operate a business with 
Texas. 
 
 
 
 
 
State requirements for childcare licensing. 
 
 
 
 
 
State Unemployment requirements and reports.  Tax 
Office. 
 
 
 
 
 
State unemployment requirements and reports.  No tax 
personnel at this location. 
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Texas Worker’s Compensation Commission Health 
and Safety Office 
9514 Console Drive, Suite 200 
San Antonio, TX 78229-2043 (210) 593-0070 

or 
Austin, TX (512) 448-7900 
 
 

Federal Agencies
 

 
 
Commissioner of Patents and Trademarks 
Washington, DC 20231 (800) 786-9199 
 
Copyright Office 
Library of Congress Publications Section Rm. 455 
Washington, DC 20559  
(202) 707-3000 (24-hr recorded message)                          
 
Office of Women’s Business Ownership 
409 3rd St. SW 4th Floor, Washington, DC 20416 
(202) 205-6673 Fax: (202) 205-7287 
E-mail:  owbo@sba.gov   
 
Internal Revenue Service 
Summit Tower 5835 Callaghan Rd.  
San Antonio, TX 78228  
(210) 829-1040  
Web site:  http://www.irs.us.gov  
 
U.S. Customs 
9800 Airport Blvd. Suite 1103, San Antonio, TX 78216 
(210) 821-6965 Fax: (210) 861-6968 
Web site:  http://www.customs.gov 
 
U.S. Department of Labor Wage and Hour Division 
10127 Morocco Suite 140, San Antonio, TX 78216 
(210) 308-4515 (800) 832-9243  Fax: (210) 308-4518  
Web site:  www.dol.gov/dol/esa/public/whdorg.ht 
 
Export Assistance Center 
P.O. Box 12728, Austin, TX 78711 
(512) 916-5939 
 
Occupational Safety & Health Admin. (OSHA) 
903 San Jacinto Blvd. Suite 319 Austin, TX 78701 
(512) 916-5783 
 
Social Security Administration 
611 East 6th St. Austin, TX 78701  
(512) 482-5904   (800) 772-1213 
 
U.S. Small Business Administration (SBA) 
North Park Corporate Center 
17319 San Pedro, Bldg. #2, Suite 200 
San Antonio, TX 78232  (210) 403-5900 
Web site:  www.sba.gov/tx/sanantonio 
e-mail:  sado.email@sba.gov 
 

 
 
For requirements on occupational health and safety. 
 
 
 
 
 
 
 
 
 
 
 
 
Information on obtaining a patent or federal registration of a 
trademark. 
 
Information on obtaining copyright protection. 
 
 
 
 
Promotes the growth of women-owned businesses through 
programs that address business training and technical 
assistance, and provide access to credit and capital, federal 
contracts, and international trade opportunities. 
 
Taxpayer information desk.  Withholding and Social Security 
requirements. 
 
 
 
 
General import information. 
 
 
 
 
Wage scale and business hours determined by nature of 
business involved.  Also, required records. 
 
 
 
Located with the Texas Department of Economics & 
Development. 
 
 
Information on safety and health issues in the workplace. 
 
 
 
For all questions dealing with Social Security issues. 
 
 
 
Assists small businesses from start-up through the many 
stages of growth by providing counseling, training, loan 
guarantees and contracting program opportunities. 
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Service Corps of Retired Executives (SCORE) 
Nations Bank Building  
2501 S. Congress Ave. Austin, TX 78704-5539 
(512) 442-7235/7581 Fax: (512) 442-7258 
Web site:  http://www.score.org 
 
Service Corps of Retired Executives (SCORE) 
North Park Corporate Center 
17319 San Pedro, Bldg. #2, Suite 200 
San Antonio, TX 78232 
(210) 403-5931  Fax:  (210) 403-5935 
Web site:  http://www.score.org  
 
UTSA DOWNTOWN 
Small Business Development Center 
501 W. Durango Blvd., Durango Building Annex 2.312 
San Antonio, TX 78207-4415 
(210) 458-2460 Fax: (210) 458-2464 
Web site:  http://www.iedtexas.org 
 
Texas State University-Small Business 
Development Center 
314 E. Highland Mall Boulevard 
Austin, TX 78752 
(512) 225-9853  Fax:  (512) 225-9889 
Web site:  http://www.iedtexas.org 
 
UTSA DOWNTOWN 
Minority Business Development Center 
Institute for Economic Development 
501 Durango Blvd. 
San Antonio, TX  78207-4415 
Tel:  (210) 458-2480  Fax:  (210) 458-2481 
Web site:  http://www.iedtexa.org 
E-mail:  mbdc@utsa.edu 
 
UTSA DOWNTOWN 
South-West Texas Border International Trade 
Center 
501 W. Durango Blvd. 
San Antonio, TX 78207-4415 
(210) 458-2470 Fax:  (210) 458-2425 
Web site:  http://www.texastrade.org 
E-mail:  InternationalTradeCenter@utsa.edu 
 
Attorney General’s Office 
115 E. Travis 
San Antonio, Texas 78205 
(210) 224-1007 
 
Attorney General’s Office 
(800) 252-8014 

 
 
 
 
 
 
 
Free one-on-one business counseling for new business 
start-ups, business problems, or expansion.  Low cost 
workshops on getting ready to go into business. 
 
 
 
 
 
 
 
 
 
 
Provides counseling, technical assistance and 
workshops for prospective and existing small business 
owners. 
 
 
 
 
 
 
 
 
 
 
 
Provides professional technical and management 
assistance to minority-owned businesses, enabling them 
to fully participate in the local and global economy.  
Services offered:  financial, contracting, and 
management and marketing. 
 
 
 
 
One-on-One counseling/international trade related 
seminars/workshops 
 
 
 
 
 
 
 
Consumer Protection Division – Complaints 
 
 
 
 
Payment Information Division 
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Other Sources 



County County Clerk Title Address City Zip Code Telephone Number
Atascosa Laquita Hayden County Clerk Rm. 6-1 Circle Drive Jourdanton 78026 (830) 769-2511
Bandera Bernice Bates County Clerk P.O. Box 823 Bandera 78003 (830) 796-3332
Bastrop Shirley Wilhelm County Clerk P.O. Box 577 Bastrop 78602 (512) 332-7234
Bee Julia V. Torres County Clerk 105 W. Corpus Christi St., #103 Beeville 78102 (361) 362-3245
Bexar Gerry Rickhoff County Clerk 100 Dolores, Ste. 108 San Antonio 78205 (210) 335-2216
Blanco Dorothy Uecker District & County Clerk P.O. Box 65 Johnson City 78636 (830) 868-7357
Burnet Janet Parker County Clerk 220 South Pierce Burnet 78611 (512) 756-5406
Caldwell Nina S. Sells County Clerk P.O. Box 906 Lockhart 78644 (512) 398-1804
Calhoun Marlene Paul County Clerk 211 S. Ann St. Port Lavaca 77979 (361)553-4411
Comal Joy Streater County Clerk 100 Main Plaza, Rm. 104 New Braunfels 78130 (830) 620-5511
Concho Barbara K. Hoffman District & County Clerk Box 98 Paint Rock 76866 (915) 732-4322
Crockett Debbi Puckett-Moore District & County Clerk P.O. Drawer C Ozona 76943 (915) 392-2022
Dewitt Elva Petersen County Clerk 307 N. Gonzales Cuero 77954 (361) 275-3724
Dimmit Mario Zuvia Garcia County Clerk 103 N. 5th Carrizo Springs 78834 (830) 876-2323
Edwards Sarah McNealy District & County Clerk P.O. Box 184 Rocksprings 78880 (830) 683-2235

Fayette
Carolyn Kubos 
Roberts County Clerk P.O. Box 59 La Grange 78945 (979) 968-3251

Frio Gloria Leal Cubriel County Clerk 500 E. San Antonio St. Pearsall 78061 (830) 334-2214
Gillespie Debbie Wahl County Clerk 101 West Main, #13 Fredericksburg 78624 (830) 997-6515
Goliad Gail M. Turley District & County Clerk P.O. Box 50 Goliad 77963 (361) 645-3294
Gonzales Lee Riedel County Clerk P.O. Box 77 Gonzales 78629 (830) 672-2801
Guadalupe Lizzie M. Lorenz County Clerk 101 E. Court St. Seguin 78155 (830) 303-4188
Hays Lee Carlisle County Clerk 137 N. Guadalupe Street San Marcos 78666 (512) 393-7330
Irion Reba A. Criner District & County Clerk P.O. Box 736 Mertzon 76941 (915) 835-2421
Jackson Kenneth W. McElveen County Clerk 115 W. Main, Rm. 101 Edna 77957 (361) 782-3563
Karnes Elizabeth Swize County Clerk 101 N. Panna Maria Ave. Karnes City 78118 (830) 780-3938
Kendall Darlene Herrin County Clerk 201 E. San Antonio St. Boerne 78006 (830) 249-9343
Kerr Jannett Pieper County Clerk 700 Main St., Suite 122 Kerrville 78028 (830) 792-2255
Kimble Elaine C. Carpenter District & County Clerk Courthouse, 501 Main St. Junction 76849 (915) 446-3353
Kinney Dora Elia Sandoval District & County Clerk P.O. Box 9 Brackettville 78832 (830) 563-2521
La Salle Peggy Murray District & County Clerk Box 340 Cotulla 78014 (830) 879-2117
Lampasas Connie Hartmann County Clerk Box 347 Lampasas 76550 (512) 556-8271
Lavaca Henry J. Sitka County Clerk P.O. Box 326 Hallettsville 77964 (361) 798-3612
Lee Carol Dismukes County Clerk P.O. Box 419 Giddings 78942 (979) 542-3684

County Clerks for the San Antonio District Office



County County Clerk Title Address City Zip Code Telephone Number

County Clerks for the San Antonio District Office

Live Oak Mildred James County Clerk P.O. Box 280 George West 78022 (361) 449-2733
Llano Bette Sue Hoy County Clerk P.O. Box 40 Llano 78643 (915) 247-4455
Mason Beatrice Langehennig District & County Clerk P.O. Box 702 Mason 76856 (915) 347-5253
Maverick Sara Montemayor County Clerk P.O. Box 4050 Eagle Pass 78853 (830) 773-2829
Mcculloch Tina A. Smith County Clerk Courthouse Square Brady 76825 (915) 597-0733
McMullen Nell Hodgin District & County Clerk P.O. Box 235 Tilden 78072 (361) 274-3215
Medina Elva Miranda County Clerk 1100 16th St., Rm. 109 Hondo 78861 (830) 741-6040
Menard Elsie Maserang District & County Clerk P.O. Box 1028 Menard 76859 (915) 396-4682
Real Bella A. Rubio District & County Clerk P.O. Box 750 Leakey 78873 (830) 232-5202
Refugio Janelle Morgan County Clerk P.O. Box 704 Refugio 78377 (361) 526-2233
San Patricio Dottie Maley County Clerk P.O. Box 578 Sinton 78387-0578 (361) 364-6290
San Saba Kim Wells District & County Clerk Courthouse, 500 E. Wallace San Saba 76877 (915) 372-3614
Schleicher Peggy Williams District & County Clerk P.O. Drawer 580 Eldorado 76936 (915) 853-2833
Sutton Veronica Hernandez District & County Clerk 300 E. Oak, Ste. 3 Sonora 76950 (915) 387-3815
Tom Green Elizabeth McGill County Clerk 124 West Beauregard San Angelo 76903 (915) 659-6553
Travis Dana DeBeauvoir County Clerk P.O. Box 1748 Austin 78767 (512) 473-9188
Uvalde Lucille C. Hutcherson County Clerk P.O. Box 284 Uvalde 78802-0284 (830) 278-6614

Val Verde Maria Elena Cardenas County Clerk P.O. Box 1267 Del Rio 78841 (830) 774-7564
Victoria Val D. Huvar County Clerk P.O. Box 2410 Victoria 77902 (361) 575-1478
Webb Henry Flores County Clerk 1110 Victoria St. Laredo 78040 (956) 721-2645
Williamson Nancy E. Rister County Clerk 710 So. Main Georgetown 78626 (512) 943-1515
Wilson Eva S. Martinez County Clerk P.O. Box 27 Floresville 78114 (830) 393-7308
Zavala Oralia G. Trevino County Clerk County Courthouse Crystal City 78839 (830) 374-2331



 

U.S. Small Business Administration 
and 

The San Antonio Chapter Texas Society of 
Certified Public Accountants 

 
Presents 

 
Financial Recordkeeping for Small Business 

Where:  U.S. Small Business Administration 
  17319 San Pedro, Bldg 2, Suite 200 
  San Antonio, Texas 78232 
 
Time:   8:15 a.m. to 11:15 a.m. 
 
Cost: $8.00 payable at door 
 
When:  Every 3rd Tuesday of the Month 

January 20, 2004 July 20, 2004 
February 17, 2004 August 17, 2004 
March 16, 2004 September 21, 2004 
April 20, 2004 October 19, 2004 
May 18, 2004 November 16, 2004 
June 15, 2004 
 

December – No Workshop 
 

 
All SBA programs and services are extended to the public on a nondiscriminatory basis.  The SBA’s participation in this co-sponsorship actively does not constitute an expressed or implied endorsement of the co-sponsor’s or participant’s opinions, 
products, or  services.  Arrangements for the handicapped may be made, if requested in advance.  Contact Aixa Santiago/SBA at (210) 403-5928 for further information. 
SBA Authorization No. 93-23-7329256-5J 

Certified Public Accountants from the San Antonio Chapter of the Texas 
Society of Certified Public Accountants volunteer to teach this worthwhile and 
reasonably priced class. 
 
CPAs specifically designed this format to assist small business owners and 
their bookkeepers to understand and accurately apply basic accounting 
principals to their journals, ledgers, and financial statement without excluding 
tax requirements.  
 



Reference for Filing Federal Taxes 
 

Type of 
Business 

Entity 

Forms 
Required 

Purpose When to File Where to File 

 
Federal Taxes 
 
• Sole Proprietor Form 1040 

Schedule C 
Report taxable income: 
• Schedule included in 

individual income 
tax return 

15th day of the fourth 
month after the end 
of the fiscal year 

Internal Revenue Service 
Austin, Texas 73301 

• Partnership Form 1065 Report taxable income: 
• K-1 from the return 

to each partner to 
use for reporting on 
his or her individual 
tax return 
(Information return 
only); any taxes due 
are paid individually 
by partner 

15th day of the fourth 
month after the end 
of the fiscal year 

Internal Revenue Service 
Austin, Texas 73301 

• Corporation Form 1120 Report taxable income 15th day of the third 
month after the end 
of the fiscal year 

Internal Revenue Service 
Austin, Texas 73301 

• S Corporation Form 1120S Report taxable income: 
• K-1 from the return 

to each shareholder 
to use for reporting 
on his/her individual 
tax return 
(Information return 
only); any taxes due 
are paid individually 
by shareholder 

15th day of the third 
month after the end 
of the fiscal year 

Internal Revenue Service 
Austin, Texas 73301 

Quarterly Tax 
Estimates: 
• Sole Proprietor 
• Partnership 

Form 1040 ES May be required if not 
withheld through wage 
source during current tax 
year 

Generally April 15, 
June 15 and Sept 15 
of current tax year 
and Jan 15 of the 
following year 

Internal Revenue Service 
P.O. Box 970001 
St. Luis, MO 63197 

• Regular C 
Corporation 

Federal Tax 
Deposit Coupon 

Must estimate current 
earnings and pay 
quarterly 

Quarterly, 15th day of 
the 4th, 6th, 9th and 
12th month of the 
current fiscal year 

No filing- Must deposit at 
authorized commercial 
bank on or before 2 PM 

 

Information received from the Texas Department of Economic Development.  Economic Information Clearinghouse. Texas Road Map to Starting a 
Business, 4th edition.  Austin, Texas:  Texas Department of Economic Development, 1999. 



Reference for Filing State Taxes 
 
 

Type of 
Business 

Entity 

Forms 
Required 

Purpose When to File Where to File 

 
State Taxes 
 
Franchise tax 
(corporations and 
limited liability 
companies) 

Texas Corporation 
Franchise Tax Report 

Tax on privilege to do 
business measured by 
taxable capital or taxable 
earned surplus 
apportioned to state 

Generally May 15th 
each year after the 
beginning of regular 
annual period 

Texas Comptroller of Public 
Accounts 

Sales and Use Tax:  
State and local (sole 
proprietor, 
partnership, 
corporation) 

 Tax on sales of items 
collected from purchaser 
and remitted to the 
comptroller 

Usually monthly, due 
20th of month 
following sales month; 
some filed quarterly or 
annually 

Texas Comptroller of Public 
Accounts 

Payroll taxes- 
Federal, State and 
Local:  For all entities 
(sole proprietor, 
partnership, 
corporation) 
 
 
 
 
 
 
 
 
 
 

Form 940 
 
Form 941 
 
 
Form W-2, 
W-3 
 
 
 
 
Form W-4, I-9 
Form TWC C-3, C-4 
TWC Status Report 

Federal unemployment tax 
 
Social Security and 
Withholding income tax 
 
Withholding information 
statement 
 
 
 
 
Employee records 
State unemployment tax-
payroll taxes are required if 
you have at least one 
employee 

Annually, January 13th 

 

Quarterly, due one 
month after the 
calendar quarter ends 
Employee’s copy 
January 31st Federal 
copy last day of 
February 
 
 
Required to be on file 
Quarterly 

Internal Revenue Service 
Austin, TX 73301 
Internal Revenue Service 
Austin, TX 73301 
 
To respective employee 
Social Security Admin. 
Albuquerque Data 
Operations Center 
Albuquerque, NM 87180 
 
 
Texas Workforce 
Commission Cashier 
P.O. Box 14907 
Austin, TX 78714 

Payroll taxes- 
Non resident 
Alien 
 
 
 

Form 1042, 
1042-S 
 
 
Statement to Payee 
(can use 1047-S) 

Withholding for U.S. 
Source Income of foreign 
persons 
 
Foreign Person’s U.S. 
Source Income subject to 
withholding 

Annually, March 15th 
of the year following 
 
 
Copy to payee by 
March 15th 

Internal Revenue Service 
Philadelphia, PA 19255 
 
 
To Recipient 

Independent 
Contractor and 
Other Non- 
Employee 
Payments: 
• For all entities 

(sole proprietor, 
partnership, 
corporation) 

 

Form 1099 
Form 1096 

Information returns – 
various payments to 
individuals of $600 or 
more, including prizes 
awards and other business 
payments 

Copy to recipient 
January 31st Federal 
copy last day of 
February 

To recipient 
Internal Revenue Service 
Austin, TX 73301 

Business  
Property Taxes 

Rendition Form To report tangible personal 
Property used to produce 
income 

Between January 1st 
And March 31st 

Your specific county 
Appraisal district 

 

Information received from the Texas Department of Economic Development.  Economic Information Clearinghouse. Texas Road Map 
to Starting a Business, 4th edition.  Austin, Texas:  Texas Department of Economic Development, 1999. 
 



 
 
 
 
 
 
Does your business need money for working capital, inventory, equipment, leasehold improvements, 
renovations or expansion?  Are you tired of paying rent and thinking of purchasing property for your very 
own business facility?  If the answer to either of these questions is "YES", then you should attend this 
briefing!   By attending you will learn how to access needed capital.  Instructors will define the importance of 
credit, planning and preparation - three key elements in securing a small business loan.  Hear about SBA’s 
guaranty loan program and how it can be an option for you - SBA assists eligible start-ups and existing 
businesses.   All are welcomed.   

Locations will alternate between the Small Business Development Program Office – City of Austin and 
the Texas State University Small Business Development Center ~ Austin Location 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Please RSVP  – Seating is Limited – Come Early – No Charge to Attend 

 
All of SBA’s programs and services are extended to the public on a nondiscriminatory basis. Reasonable arrangements for persons 

with disabilities will be made if requested at least two weeks in advance.  Contact  (210) 403-5928. 

 LOAN BRIEFING 
Small Business Financing – Accessing Capital

Texas State University-San Marcos 
 Small Business Development Center 
Austin Location 
4th Tuesday of the Month (Except December) 
12:00 a.m. to 2:00 p.m. 
 
 
 

Dates 
 

February 24, 2004 
April 27,  2004 
June 22, 2004 
August 24, 2004 
October 26, 2004 
December 14, 2004 

 
Small Business Development Center is located at  
314 E. Highland Mall Boulevard 
 Austin, TX  78752 
 
For directions call (512) 225-9853 
 
Call number above to confirm place and time. 

Small Business Development Program 
Office – City of Austin 
4th Tuesday of the Month (Except November) 
12:00 p.m. – 2:00 p.m. 
 

Dates 
 

January 27, 2004 
March 23, 2004 
May 25, 2004 
July 27, 2004 
September 28, 2004 
November 16, 2004 

 
Small Business Development Program  
 is located at: 
4100 Ed Bluestein Blvd. 
Austin, Texas  78721 
 
 
Please RSVP by calling  (512)974-7806 
For directions call (512) 974-7800 
Call number above to confirm place and time. 
 
  
 

U.S. Small Business Administration 
 

Austin Loan Briefing 
 

www.sba.gov/tx/sanantonio 



 
 
 
 
 
 
Does your business need money for working capital, inventory, equipment, leasehold improvements, 
renovations or expansion?  Are you thinking of purchasing property for your very own business facility?       
If the answer to either of these questions is YES, then you should attend this briefing!   By attending you will 
learn how to access needed capital.  Instructors will define the importance of credit, planning and 
preparation - three key elements in securing a small business loan.  In addition, hear about SBA’s guaranty 
loan programs and how they can be an option for your financing needs. SBA assists eligible start-ups and 
existing businesses.  All are welcome. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

No RSVP Required – No Charge to Attend 
Come Early –Seating is Limited 

 
 

Loan briefing sessions are presented by the U.S. Small Business Administration, along with the  
City of San Antonio-Economic Development Department  and the San Antonio Greater Chamber of 

Commerce-Small Business Resource Center. 
www.sanantonio.gov/edd  and   www.sachamber.org 

  
All of SBA’s programs and services are extended to the public on a nondiscriminatory basis. Reasonable arrangements for persons 

with disabilities will be made if requested at least two weeks in advance.  Contact (210) 403-5928. 

 LOAN BRIEFING 
Small Business Financing – Accessing Capital 

Locations will alternate between the Small Business Administration Office (SBA), Small 
Business Resource Center (SBRC) and Development & Business Services Center (DBSC).  
Briefings at the SBA and the SBRC will start at 11:00 a.m. and noon at the DBSC.  
 
     2004 Dates    Locations      
January 14 SBRC 
January 28 DBSC 
February 25 SBA 
March 10 SBRC 
March 11 – entirely 
in Spanish  

SBA 

March 24 DBSC 
April 28 SBA 
May 12 SBRC 
May 26 DBSC 
June 23 SBA 
July 14 SBRC 
July 28 DBSC 
August 25 SBA 
September 8 SBRC 
September 22 DBSC 
 October 20  SBA 
November 10 SBRC 
November 17 – held 
on a Thursday due 
to holiday. 

DBSC 

December 8 SBA 
 

U.S. Small Business Administration 
San Antonio District Office 

Visit our websites: 
www.sba.gov  

www.sba.gov/tx/sanantonio 

SBA Address: 
U.S. Small Business Administration (SBA)   
North Park Corporate Center 
17319 San Pedro, Bldg. #2, Ste. 200 
San Antonio, TX 78232 
Phone: (210) 403-5900 
 
SBRC Address: 
Greater San Antonio Chamber of Commerce – Small 
Business Resource Center (SBRC) 
One Castle Hills Building 
1100 N.W. Loop 410, Suite 109 
San Antonio, Texas 78213 
Phone: (210) 308-2010 

Time:  11:00 a.m. – 1:00 p.m. 

 DBSC Address: 
City of San Antonio–Development & Business Services 
Center (DBSC) 
1901 S. Alamo St. 
San Antonio, Texas 78204 
Meeting Room #249-b, 2nd Floor 
Phone:  (210) 207-3900 

Time:  Noon – 2:00 p.m. 



www.loans@txcdc.com

7801 N. IH 35
Austin, Texas  78753
Phone:  800-486-8620

Fax:  512-433-1821

South Texas Business Fund
1901 S. Alamo, Suite 283

San Antonio, Texas 78283-0505
Phone:  210-207-3930

Austin, Texas 78746

4801 N.W. Loop 410, Suite 750
San Antonio, Texas 

Phone:  888-718-0180

or

Capital Certified Development Corporation
Wild Basin One

110 Wild Basin Road, Suite 270

Fax:  210-207-3939
www.sotexbizfund.com

Phone:  512-327-9229 
Fax:  512-327-9243

www.capitalcdc.com

Texas Certified Development Company

Fax:  512-915-9869
www.grand centraltx.org

Cen-Tex Certified Development Corporation
2212 South Congress Ave.

Austin, Texas 78704
Phone:  512-912-9878

Certified Development Companies



 San Antonio District Office
 Certified Lender Program (CLP) and Preferred Lender Program  
 Institution Name and  Contact Person(s) Phone Fax Number
 CLP 
 American Bank of Commerce 
 522 Congress Avenue, Suite 100 Austin TX 78746-     Jeff Christner Vice President (512) 391-5500 (512) 391-5599 
 2243 W. Braker Lane Austin TX 78758-     David Hensley Vice President (512) 391-5611 (512) 391-5699 
 522 Congress Ave., Ste. 100 Austin TX 78746-     Charlie Avant Vice President (512) 391-5500 (512) 391-5599 
 American Bank of Texas, N.A. 
 418 Hwy. 281 Marble Falls TX 78654-     J. Don McAlpin Sr. Vice President (830) 693-3676 (830) 693-6356 
 6100 Preston Road (P.O. Box 1619) Frisco TX 75034-1619 John Munk Sr. Vice President (972) 668-7904 (972) 335-1902 

 Bank of the Hills 
 1075 Junction Highway Kerrville TX 78029-2002 Tom Gould Executive Vice President (830) 895-2265 (830) 895-2269 
 1075 Junction Highway Kerrville TX 78029-2002 T. Kyle Priour Vice President (830) 895-2265 (830) 895-2269 

 Broadway National Bank 
 1177 N.E. Loop 410 San Antonio TX 78209-     Gene Paganucci Vice President (210) 283-6629 (210) 283-6632 
 1012 South Main St. Boerne TX 78006-     Bryan D'Spain Vice President (830) 249-2548 (830) 249-2678 
 San Antonio TX Chris Maguire (210) 283-6566 (210) 283-6632 
 Commerce National Bank 
 5300 Bee Caves Road Austin TX 78746-     J. Brannin Prideaux Sr. Vice President (512) 347-1322 (512) 347-7559 

 First National Bank of Beeville 
 1400 E. Houston Beeville TX 78104-0160 Dudley A. Thoms Sr. Vice President (361) 358-1530 (361) 358-7405 
 P.O. Box 825 Yorktown TX 78164-     Bobby A. Strieber Vice President (361) 564-2257 (361) 564-4145 

 First Texas Bank 
 900 S. Austin Avenue Georgetown TX 78628-     Larry Bullock Sr. Vice President (512) 863-2567 (512) 863-9893 

 Liberty Bank ssb 
 900 Congress Avenue Austin TX 78701-     Charles Bray Executive Vice President (512) 236-2610 (512) 236-2608 
 900 Congress Avenue Austin TX 78701-     Grova Jones Vice President (512) 472-5433 (512) 236-2616 
 900 Congress Avenue Austin TX 78701-     Brent Weber (512) 472-5433 (512) 236-2616 
 Plaza Bank 
 400 W. Houston St. San Antonio TX 78207-     Adrian Gonzalez Sr. Vice President (210) 222-2216 (210) 222-0296 

 San Angelo National Bank 
 3471 Knickerbocher Road San Angelo TX 76904-     Vonda Sanders Sr. Vice President (915) 659-5822 (915) 659-5709 

 Schertz Bank & Trust 
 519 Main Street Schertz TX 78154-     Lewis Borgfeld Vice President (210) 945-7400 (210) 945-7424 

 Security State Bank and Trust 
 201 W. Main Fredericksburg TX 78624-     Don L. Morgan President (830) 997-7575 (830) 997-7994 
 1130 Junction Hwy Kerrville TX 78029-     Mark Cowden Sr. Vice President (830) 895-2000 (830) 895-2012 

 Texas State Bank 
 2201 Sherwood Way San Angelo TX 76902-     Vance Jones Executive Vice President (915) 949-3721 (915) 942-7017 

 PLP 
 Banco Popular North America 
 8500 N. Stemmons Freeway, Ste. 6700 Dallas TX 75247-     Larry Miller Vice President-State Mgr. (817) 274-6315 (817) 274-5903 

 Bank of America, National Association 
 601 Northwest Loop 410, Suite 120 San Antonio TX 78216-     Russell Bentley Sr. Vice President (210) 525-5050 (210) 525-5088 
 601 Northwest Loop 410, Suite 170 San Antonio TX 78216-     Michael A. Denson Vice President (210) 525-5065 (210) 525-5061 

 Bank One, Texas, N.A. 
 7600 Burnet Road Austin TX 78757-     Patrick O'Beirne Market Manager (512) 467-5705 (512) 451-5690 
 6300 Harry Hines Blvd. Dallas TX 75235-     Dale Donnell Regional SBA Sales Mgr (214) 904-3526 (214) 904-3498 
 6300 Harry Hines Blvd. Dallas TX 75235-     Mark Hare SBA Approval Ofr (214) 904-3688 (214) 904-3986 
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 Institution Name and  Contact Person(s) Phone Fax Number
 CIT Small Business Lending Corp. 
 1777 N. E. Loop 410, Suite 600 San Antonio TX 78217-     Joe Weiner Loan Officer (210) 820-2650 (210) 841-5750 
 1 Tyco Drive Livingston NJ 07039-     John J. Canning Pres.-Small Bus. Lending (973) 422-6063 (973) 422-6062 
 1526 Cole Blvd. Golden CO 80401-     James P. Liggett Sr. Credit Underwriter (800) 525-3343 (303) 202-3789 
 CitiCapital Small Business Finance, Inc. 
 300 E. Carpenter Freeway, Suite 1250 Irving TX 75062-     Leland Schulte Credit Manager (972) 652-3762 (972) 652-3340 

 Citizens National Bank 
 8000 IH-10 West, Suite 600 San Antonio TX 78230-     Michelle Machen Vice President (210) 525-7919 (210) 525-7918 

 Comerica Bank-Texas 
 300 W. 6th Street, Suite #1300 Austin TX 78701-     Brad Gilbert National Franchise Mgr. (512) 427-7113 (512) 427-7145 
 1900 West Loop South, Ste. 200 Houston TX 77027-     Paul Reade Vice President (713) 888-2688 (713) 888-2674 
 115 Wyanoke Drive San Antonio TX 78209-     John Park Vice President (210) 828-6495 (210) 828-2009 
 Commerce Bank, N.A. 
 Mann Road & I.H. 35 Laredo TX 78042-1511 Jorge Cedillo Sr. Vice President (956) 724-2424 (956) 724-9318 

 Compass Bank (Texas) 
 200 Concorde Plaza #200 San Antonio TX 78216-     Maitland Rutledge Vice President (210) 370-6096 (210) 370-6036 
 5800 N. Mopac Austin TX 78731-     Kelly Cmerek Assistant Vice President (512) 421-5875 (512) 419-3467 
 17218 Preston Road, 2nd Floor Dallas TX 75252-     Gregory Clarkson Vice President (972) 735-3577 (972) 735-3598 
 First National Bank of Sonora 
 102 N. Main Sonora TX 76950-     John Childers President (915) 949-0099 (915) 949-1931 
 5710 Sherwood Way San Angelo TX 76906-     Brady Johnson Sr. Vice President (915) 949-0099 (915) 949-1931 

 Frost National Bank 
 100 W. Houston St. San Antonio TX 78296-     Genny Rakowitz Vice President (210) 220-4543 (210) 220-4588 
 3525 Far West Austin TX 78731-     Tina Burgess Vice President (512) 473-4673 (512) 473-4915 
 231 N. Guadalupe San Marcos TX 78667-     John Schott Executive Vice President (512) 396-4411 (512) 393-5641 
 G.E. Capital Small Business Finance Corp. 
 13750 U.S. Hwy. 281 North San Antonio TX 78232-     R. Andrew Denzer Vice President (210) 546-2164 (210) 546-2165 
 515 W. Greens Road, Suite 750 Houston TX 77067-     John Gannon Territory Sales Mgr. (281) 775-4619 (281) 875-0255 
 2115 East Vinison, #2204 Harlingen TX 78550-     Chris Herko Bus. Dev. Executive (956) 412-8600 (956) 412-8602 
 Intercontinental National Bank 
 634 W. Sunset San Antonio TX 78216-     Kenneth Dennis SBA Lending Rep. (210) 283-4822 (210) 824-2026 

 JPMorgan Chase Bank 
 2900 Woodridge, 2nd Floor Houston TX 77087-     John Hernandez Vice President (713) 640-3384 (713) 640-3355 
 P. O. Box 660197 Dallas TX 75266-0197 LaChandra Cobb Assistant Vice President (214) 965-4485 (214) 965-4093 
 P.O. Box 47531 San Antonio TX 78265-7531 Brenda L. Bass Vice President (210) 829-6160 (210) 829-6155 
 Money Store Investment Corporation 
 701 Brazos, Suite 500 Austin TX 78701-     Thomas Hurdman Bus. Dev. Officer (512) 320-9058 (512) 334-6911 

 South Texas National Bank 
 7400 Blanco Rd. #127 San Antonio TX 78216-     John Northcutt Sr. Vice President (210) 349-1442 (210) 349-8433 
 525 S. Main Del Rio TX 77840-     Jesse Fernandez Sr. Vice President (830) 774-6823 (830) 774-7256 
 9801 McPherson Laredo TX 78045-     David Puig Vice President (956) 753-1800 (956) 794-2209 
 SouthTrust Bank 
 4949 Rittman Road San Antonio TX 78218-     Gerardo Ventura Vice President (210) 731-4579 (210) 650-3847 
 San Antonio TX Ed White Vice President 
 San Antonio TX Mike Pickard Vice President 
 Southwest Bank 
 8213-A Shoal Creek Blvd. #109 Austin TX 78757-     Mark Monroe Regional Manager (512) 453-9993 (512) 306-7379 
 P. O. Box 962020 Fort Worth TX 76162-2020 David Green Sr. Vice President (800) 792-5669 (817) 292-6725 
 P.O. Box 160112 Austin TX 78716-     Eduardo Sosa (512) 306-7378 (512) 306-7379 
 U. S. Bank, SBA Division 
 9600 Great Hills Trail, Suite 150W Austin TX 78759-     Jenni Shield Vice President (512) 502-3048 (512) 502-3024 
 100 N.E. Loop 410, Ste. 965 San Antonio TX 78216-     Beverly Fortner SBA Bus. Dev. Ofcr (210) 384-8266 (210) 384-8210 
 1800 West Loop South, Ste. 1115 Houston TX 77027-     Emerson Hall Sr. Vice President 
 Wells Fargo Bank (Texas) N.A. 
 40 N.E. Loop 410 - 3rd Floor San Antonio TX 78216-     Rod Mueller Vice President (210) 856-6161 (210) 856-5093 
 6100 Bandera Rd., Ste. 700 San Antonio TX 78238-     Shannon Smith SBA Banker (210) 856-7407 (210) 856-6196 
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Atascosa Burnet DeWitt Goliad Karnes LaSalle Maverick Refugio Uvalde
Bandera Caldwell Dimmit Gonzales Kendall Lavaca McCulloch San Saba Val Verde
Bastrop Calhoun Edwards Guadalupe Kerr Lee McMullen Schleicher Victoria
Bee Comal Fayette Hays Kimble Live Oak Medina Sutton Webb
Bexar Concho Frio Irion Kinney Llano Menard Tom Green Zavala
Blanco Crockett Gillespie Jackson Lampasas Mason Real Travis

Bastrop Burnet Hays Lee Mason San Saba Williamson
Blanco Gillespie Lampasas Llano McCulloch Travis

Dimmit Kinney La Salle Maverick Real Uvalde Val Verde Zavala
Edwards

Dimmit Maverick Webb Zavala

Atascosa Bexar Frio Guadalupe Karnes Kendall Kerr Medina Wilson
Bandera Comal Gillespie

POC:  Maria Martinez, Small Business Loan Officer
www.mtz@the-i.net

POC:  Rick Rodriguez, Lending Coordinator

POC:  Randy Garcia, Economic Development Specialist

South Texas Business Fund
1901 South Alamo, Suite 283, San Antonio, Texas 78204

Phone:  210-207-3932     Fax:  210-207-3939

www.saldc.com

www.rdfc.org

Rural Development and Finance Corporation

MicroLoan Intermediaries

711 Navarro Street, Suite 350, San Antonio, Texas 78205
Phone:  210-212-4552     Fax:  210-212-9159

912 Bastrop Hwy., Suite 210, Austin, Texas 78741
Phone:  512-928-8010          Fax:  512-926-2997

www.bigaustin.org

www.acciontexas.org

BiG Austin (Business Investment Growth)

301 Pena Street, Carrizo Springs, Texas 78834
Phone:  830-876-5295     Fax:  830-876-4136

ACCION Texas
2014 S. Hackberry, San Antonio, Texas 78210

Toll Free:  888-215-2373     San Antonio:  210-226-3664     Fax:  210-533-2940

Neighborhood Housing Services of Dimmit County

POC:  Tina Rodriguez, Loan Officer

POC:  Ligia Trevino, Director of Microloan Programs
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AUSTIN 

United States Small Business Administration 8(a) Business Development  
Eligibility Certification Briefings 

 
The U.S. Small Business Administration, 8(a) Business Development Division, utilizes the Section 
8(a) contracting authority to provide assistance to eligible small businesses.  The 8(a) Program is 
SBA’s effort to promote equal access for socially and economically disadvantaged individuals to 
participate in the business sector of the nation’s economy. 
 

NO CHARGE TO ATTEND 
  

City of Austin Business Development Center 
4100 Ed Bluestein 

Austin, Texas 
  
  

February 18, 2004 10:00 a.m. – 12:30 p.m. 
June 16, 2004 10:00 a.m. – 12:30 p.m. 
September 15, 2004 10:00 a.m. – 12:30 p.m. 

 
Call to RSVP:  (512) 974-7781 

 
 

NO CHARGE TO ATTEND 
 

Texas State University – Small Business Development Center 
One Highland Center 

314 E. Highland Mall Blvd. 
Austin, Texas 

January 15, 2004 6:00 p.m. – 8:00 p.m. 
April 14, 2004 11:00 a.m. – 1:00 p.m. 

 
Call to RSVP: (512) 225-9853 

 
All of SBA’s programs and services are extended to the public on a nondiscriminatory basis.  Reasonable arrangements for persons with 
disabilities will be made if requested at least two weeks in advance. 

 
  



 

SAN ANTONIO 
United States Small Business Administration  

8(a) Business Development Eligibility Certification Briefings 

The U.S. Small Business Administration, 8(a) Business Development 
Division, utilizes the Section 8(a) contracting authority to provide 
assistance to eligible small businesses.  The 8(a) Program is SBA’s effort 
to promote equal access for socially and economically disadvantaged 
individuals to participate in the business sector of the nations’ economy. 
 
SBA conducts FREE 8(a) eligibility briefings every first and third 
Wednesday of each month.  The briefings are held at:  
 

U. S. Small Business Administration 
17319 San Pedro, Bldg 2, Suite 200 

San Antonio, Texas 78232 
 Time: 10:00 a.m. – 12:30 p.m. 

 
October 1st & 15th, 2003  
November 5th & 19th, 2003 
December 3rd & 17th , 2003 
January 7th & 21st, 2004 
February 4th & 18th, 2004 
March 3rd & 17th, 2004 
April 7th & 21st, 2004 
May 5th & 19th , 2004 
June 2nd & 16th , 2004 
July 7th & 21st, 2004 
August 4th & 18th, 2004 
September 1st & 15th, 2004 
October 6th & 20th, 2004 
November 3rd & 17th ,2004 
December 1st & 15th, 2004 

 
Please Call to Confirm Dates 

For additional information contact the San Antonio District Office at (210) 403-5924 

 

All of SBA’s programs and services are extended to the public on a nondiscriminatory basis.  Reasonable arrangements for persons 
with disabilities will be made if requested at least two weeks in advance.



 

HUBZone Empowerment Contracting Program 
Briefing 

 
• What is a HUBZone? 
 
• Where are HUBZones located? 
 
 
• How can I apply for HUBZone certification? 
 
• How do I find HUBZone contracting opportunities? 
 
The HUBZone Empowerment Contracting Program Briefing will detail eligibility 
criteria and how to find HUBZone contracting opportunities.  Small business 
concerns eligible under this program can compete for federal contracting 
opportunities set-aside for the HUBZone program with federal agencies.  HUBZone 
certified small business concerns are also eligible for a price evaluation preference 
when competing on full and open competition.  Attend the briefing and hear how 
you can find these opportunities. 
 
 Briefings are conducted the last Tuesday of each month.  For complete details, 
attend the next HUBZone Empowerment Contracting Program Briefing at the U.S. 
Small Business Administration, North Park Corporate Center, 17319 San Pedro, 
Bldg 2, Suite 200, San Antonio, Texas 78232 on the following dates: 
 
October 28, 2003 
November 18, 2003 (Cancelled) 
December – Briefing Not Conducted due to Holidays 
January 27, 2004 
February 24, 2004 
March 30, 2004 
April 27, 2004 
May 25, 2004 
June 29, 2004 
July 27, 2004 
August 31, 2004 
September 28, 2004 
October 26, 2004 
November & December 2004 – Briefing Not Conducted due to Holidays 
 
 
 
 
 
All of SBA’s programs and services are extended to the public on a nondiscriminatory basis. Reasonable arrangements for persons 
with disabilities will be made if requested at least two weeks in advance.  Contact (210) 403-5924. 

All briefings begin at 10:00 a.m. and run until 11:30 a.m.. 
RSVP not required.  No cost to attend.. 



 
 

You are invited to join the Women 
Business Owners’ Mentor Roundtable, a new 
mentoring and support group for women business 
owners.  The group is hosted by the U.S. Small 
Business Administration (SBA) and UTSA-Small 
Business Development Center (UTSA-SBDC). 
 

 
 
 
 
 
 

 
 
 
The two hours will consist of a guest speaker, 

women panelists, and roundtable discussions, as 
well as, networking at the beginning and end of 
the program. 

 
By linking you with other women resource 

partners and entrepreneurs, the Roundtable 
allows you to tap into the knowledge, experience 
and support you need to help your business grow 
and prosper.  It also gives you access to resource 
partners that can provide additional training and 
counseling. 

 
The best part of the Roundtable format is 

that it offers what no other networking group 
does:  the ongoing opportunity to relate on an 
informal basis with a resource base of such 
diverse nature. 

 
Why should you attend the 

Roundtables?  First, you will build an 
ongoing network of women and resources 
that know you and your business.  The 
Roundtable provides an excellent and 
economical way to get detailed answers to 
even your most specific business questions 
and to get feedback and fresh ideas. 
 

 
 

 

♦ Wants to develop contacts to grow her 
business. 

♦ Shows potential for continued success and 
entrepreneurial growth. 

♦ Has a willingness to share ideas and to learn 
from others. 

 
Start-ups are most welcomed, as you will learn 
from the experienced ! 
 
 

Mark your calendar! 
Roundtables are scheduled typically 
from 11:00 a.m. to 1:00 p.m. unless 
it’s a special topic event.  Brown 
bag lunch is welcomed.   

          (No charge to attend.) 
 

MUST reserve a spot! 
 

 
 
 
 
 
 
 
 
 
Be prepared to take notes! 
Speakers from the governments, private & the 
public sectors will address issues facing women 
business owners - giving sound and practical 
advice on how to be successful in your own small 
business. 
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What does it take to be part of this dynamic 
group?   
 
 A women business owner who: 

 

Power Roundtable for WOMEN 
 

 
 
 

Roundtables are held every other month. 
Each session includes guest speakers,  presentations, 

introductions, networking and Q & A. 
 Speakers are usually community resource partners, 
organizations and professionals in varied fields, as 

well as, experienced women business owners. 
 
 

 
 
 
 
 
 

For More Information Call: 
Francis Riojas, UTSA-SBDC 210/458-2460 

Email:  friojas@utsa.edu 
 

 
Location of Roundtables: 

 
SBDC  

501 W. Durango 
San Antonio, TX 78207 

(210) 458-2460 
 
 

All SBA programs and services are extended to the 
public on a nondiscriminatory basis.  Arrangements 
for the handicapped may be made, if requested at 
least 2 weeks in advance.  Contact Francis Riojas at 
210/458-2460 for further information. 

Space is limited so call early to reserve your 
spot.   Contact Frances Riojas at 458-2460 for 
registration and availability.  If she doesn’t 
answer, leave a message on her voice mail that 
you will be attending or email Frances at  
friojas@utsa.edu.  Make sure you get on her 
email list -  reminders are sent prior to each 
roundtable.   



 

 
Essentials of Starting a Small Business Workshop 

Sponsored by:  Austin SCORE Chapter, Service Corps of Retired Executives 
When:  Third Wednesday of each month (EXCEPT DECEMBER) 

WORKSHOP DATES
January 21, 2004 May 19, 2004 September 15, 2004 
February 18, 2004 June 16, 2004 October 20, 2004 
March 17, 2004 July 21, 2004 November 17, 2004 
April 21, 2004 August 18, 2004 No Workshop for December 

Time:  9:00 am to 4:00 pm 
 

Where:  4100 Ed Bluestein Blvd 
Austin, TX 78721 

 
Cost:  $45.00 (Includes Box Lunch) 

 
After attending this workshop, the attendee will be able to effectively evaluate the pros 
and cons of starting a small business, identify the personal risks they face, and be able to 
create a "road map" to small business success.  Unfortunately, seating is limited and is 
on a FIRST-COME, FIRST-SERVE basis. 
 

Agenda 
 

   9:00 am   Registration 
   9:15 am   Introduction/Personal Factors, SCORE 
   9:45 am   Marketing 

10:45 am   Break 
11:00 am   Financial Factors 
11:45 am   Bank Lending Practices 
12:15 pm   LUNCH 

   1:00 pm   Forms of Business Organization 
   1:45 pm   Business Insurance 
   2:30 pm   State Sales Tax & Other Taxes 
   2:55 pm   BREAK 
   3:10 pm   IRS & Record Keeping 
   3:50 pm   Accion - MicroLender 
   4:00 pm   Closing 

MAKE YOUR RESERVATION: 
Call 512-442-7235     
Mail:  SCORE, 2501 S. Congress Ave, Austin, TX 78704-5539 

 
FEE:      $45.00 at the Door 
I Plan to attend the Pre-Business Workshop on ____________________ 
Name(s) ______________________________________  Phone ____________ 
Address _________________________________________________________ 
City ________________________ State __________  Zip _________________ 



 

SCORE 
Service Corps of Retired Executives 

Pre-Business Workshop 

Objective: To assist persons wanting advice on how to start a business. 
 
Where: One Stop Development Services Center         When:   2nd & 4th Tuesdays 
  1091 S. Alamo         of Each Month (usually) 
  San Antonio, Texas 78204-1605    8:20 a.m. to 4:00 p.m. 
 
Dates:    
  
Oct 14 & 28 Nov 12 & 25 Dec 9 Only Jan 13 & 27 Feb 10 &  24 Mar 9 & 23 
Apr 13 & 27 May 11 & 25  Jun 8 & 22 July 13 & 27 Aug 10 & 24 Sept 14 & 28 
      
Schedule: 
  Time: Topics: (Order Subject to Change) 
 8:20 a.m. Registration Kits 
 8:50 Workshop Opening, Introduction, Announcements 
 9:00 First Point Business Information Center 
 9:05 1.   Are You Ready to Go into Business 
 9:25 2.   Forms of Business Organization 
 10:00       Break 
 10:15 3.   Your Business Plan 
 10:50 4.   Business Records ~ Taxes 
   11:25 5.   Financial Management 
 12:00 

p.m. 
       Lunch  (on your own) 

 1:15 6.   Marketing 
 1:50 7.   Insurance for Small Business 
 2:25       Break 
 2:40 8.   What Is SALDC 
 3:15 9.   Sources of Capital 
 3:50       Closing Remarks 
 4:00       Adjourn 
 
The Service Corps of Retired Executives is partially funded by the U.S. Small Business Administration.  The support given by the 
U.S. small Business Administration through such funding does not express or implied endorsement of any of the cosponsor(s)’ or 
participants’ opinions, products or services. Reasonable arrangements for Persons with disabilities will e made if requested at 
least two weeks in advance,  Contact SCORE, 17319 San Pedro, Suite 200, San Antonio, TX 78232 at (210) 403-5930.  All of 
SCORE’s programs are extended to the public on a nondiscriminatory basis.  
 
Make Your Reservation: 
Call:  (210) 403-5930 
Mail: SCORE, c/o SBA, 17319 San Pedro,  Bldg 2, Suite 200, San Antonio, Texas 78232 
 
 
Fee: $30.00 at the door (check or cash) 
 
 
           YES, I/we plan to attend the Pre-Business Workshop on ________________________________ 
 
Name(s)  Phone  
Address  
City  State  Zip  



San Antonio SBDC Texas State University SBDC
501 W. Durango 1205 Highway 123, #104
San Antonio, Texas 78207-4415 San Marcos, Texas 78666
Morrison Woods, Director Larry Lucero, Director
(210) 458-2460 (512) 558-7050

El Paso Community College SBDC Austin Location
1359 Lomaland Drive, Room 532 314 E. Highland Mall Blvd. #110
El Paso, Texas 79925 Austin, Texas 78752
Roque Segura, Director (512) 225-9888
(915) 831-7743

Sul Ross State University
University of Texas - Pan American SBDC Rio Grande College SBDC
1201 West University, ASA Room 120 East Highway 277
Edinburg, Texas 78539-2999 Eagle Pass, Texas 78852
Pedro Salazar, Director Luis Urbina, Director
(956) 316-2610 (830) 758-5025

University of Houston - Victoria SBDC Big Bend SBDC
700 Main Center, Suite 101 Sul Ross State University
Victoria, Texas 79901 P.O. Box C-47
Carole Parks, Director Alpine, Texas 79832
(361) 575-8944 David Wilson, Director

(915) 837-8694
Laredo Development Foundation SBDC
616 Leal Street UTSA International Trade Center
Laredo, Texas 78041 501 W. Durango
Araceli Lozano, Director San Antonio, Texas 78207-4415
(956) 722-0563 Cliff Paredes, Director

(210) 458-2470
Del Mar College SBDC
Venters Building Room 351, 101 Baldwin SBDC Technology Center
Corpus Christi, Texas 78404 501 W. Durango
Ann Fierova, Director San Antonio, Texas 78207-4415
(361) 698-1964 Judith Ingalls, Director

(210) 458-2458
Angelo State University SBDC
1702 West Avenue N SBDCNET
P.O. Box 10910 SBDC National Information Clearinghouse
San Angelo, Texas 76909 501 W. Durango
Pam Clark, Director San Antonio, Texas 78207-4415
(325) 942-2098 Guillermo Barreto-Vega, Director

(210) 458-2450
http://www.iedtexas.org

The University of Texas at San Antonio
501 W. Durango

San Antonio, Texas 78207-4415
Robert M. McKinley, Regional Director
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